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ABSTRACT 


The  apparent  increase  in  the  secretary- treasurer ’s  respon¬ 
sibilities  as  a  result  of  the  formation  of  school  divisions  placed 
him  in  a  position  to  have  considerable  influence  on  the  operation  of 
divisional  schools  in  Alberta.  The  purpose  of  this  study  is  to 
examine  the  nature  of  the  position  of  secretary-treasurer  in  Alberta 
school  divisions.  It  is  also  intended  to  determine  such  things  as 
the  factors  involved  in  selection  of  secretaries,  the  duties  and 
powers  of  secretaries,  and  the  influence  of  secretaries  on  school 
division  policies  and  business  practices. 

The  major  portion  of  the  information  on  which  the  thesis  is 
based  was  gathered  from  the  secretaries  by  means  of  a  questionnaire. 
Other  sources  of  information  were  the  records  of  the  Alberta  School 
Secretaries’  Association  and  interviews  with  persons  closely  asso¬ 
ciated  with  the  organization. 

Secretaries  were  found  to  be  a  mature,  experienced  group  with 
a  fairly  good  educational  background.  Many  of  them  reported  experi¬ 
ence  and  training  in  accounting  and  they  generally  felt  that  this 
type  of  background  was  most  useful  to  them  in  the  performance  of 
their  duties.  A  number  of  secretaries  indicated  a  rather  idealistic 
outlook  on  their  work  by  expressing  a  desire  to  be  of  service  in  the 
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field  of  education 
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An  annual  three  day  Short  Course  in  School  Administration  and 
an  extension  course  offered  by  the  University  of  Alberta  axe  the  major 
forms  of  in-service  training  provided  for  secretaries. 

Secretaries  reported  performing  a  great  variety  of  duties 
during  their  45*2  hour  average  work  week.  They  had  the  most  respon¬ 
sibility  for  tasks  in  which  a  routine  is  laid  down  and  which  involve 
little  decision  making.  Their  least  responsibility  was  in  areas  which 
involved  basic  decisions  about  the  business  of  the  school  division. 
Keeping  records,  paying  accounts,  and  making  routine  purchases  were 
generally  reported  as  the  duties  over  which  they  had  most  control  and 
which  were  most  time  consuming. 

Secretaries  apparently  had  many  opportunities  to  affect  board 
policies  by  making  decisions  for  which  the  boards  had  no  policies  and  by 
recommending  new  policies  to  the  boards.  Although  they  appeared  to  have 
some  voice  in  budget  making  they  reported  very  little  freedom  in  making 
expenditures . 

The  problems  and  difficulties  reported  by  secretaries  are 
mostly  of  the  type  which  are  of  general  concern  to  the  whole  board — 
hiring  and  retention  of  teachers,  and  the  financial  difficulties  of 
school  divisions.  There  was  an  indication  of  difficulty  in  some  areas 
over  division  of  responsibility  between  secretaries  and  superintendents. 

The  Alberta  School  Secretaries'  Association  could  become  an 
important  force  in  the  improvement  of  secretaries.  The  Association 
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has  been  making  efforts  at  establishing  minimum  requirements  of 
training  and  education. 

The  position  of  the  secretary  is  such  that  he  can  be  an 
important  influence  in  rural  education.  The  writer  therefore  felt 
that  more  attention  should  be  given  to  this  position  and  to  the 
persons  occupying  it.  Training  in  education  and  educational 
administration  might  help  to  ensure  that  the  advice  given  by 
secretaries  is  in  the  best  interests  of  education.  Perhaps  making 
the  superintendent  the  chief  executive  officer  of  the  board  with 
the  secretary-treasurer  as  a  business  assistant  would  accomplish 
the  same  ends. 
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CHAPTER  I 


INTRODUCTION 

The  establishment  of  large  units  of  school  administration  in  rural 
Alberta  brought  with  it  many  important  changes.  Few  of  these  have  been 
so  consistently  ignored  as  those  in  the  position  of  secretary- treasurer 
to  the  board.  The  secretary  of  the  original  school  district  was,  perhaps, 
an  influential  man  in  his  own  district.  However,  the  extent  of  this 

influence  was  limited  by  the  size  of  the  district.  Since  the  business  of 
the  individual  district  was  essentially  small,  the  secretary's  influence 
on  education  through  administrative  procedures  was  necessarily  small. 
Today's  school  divisions,  employing  large  numbers  of  teachers  and  various 
other  personnel,  have  million-dollar  budgets t  As  an  executive  officer  of 
this  increasingly  complex  business  the  secretary-treasurer  has  become  an 
individual  of  greater  importance  in  the  educational  field. 

Whereas  the  board  of  a  school  district  was  able  to  be  in  constant 

touch  with  the  school  and  its  operation  and  problems ,  the  board  members 
of  a  modem  school  division — scattered  over  several  hundred  square  miles — 
must  rely  on  their  administrative  staff  to  conduct  day-to-day  business.  In 
the  course  of  this  day-to-day  business  the  secretary  is  called  on  to  make 
decisions  which  may  have  a,  direct  bearing  on  the  educational  program  of  the 
division. 


I.  THE  PROBLEM 

The  purpose  of  this  study  is  to  examine  the  ne-ture  of  the  position 
of  secretary-treasurer  in  Alberta  school  divisions.  Special  emphasis  will 
be  given  in  the  study  to  the  influence  of  the  secretary  on  educational 
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policy  and  his  possible  influence  on  the  instructional  program  of  the  school. 

Sub-problems .  Among  the  sub-problems  of  the  study  are  the  following: 

1.  To  obtain  some  general  information  about  the  secretary- treasurer 
relative  to  his  age,  sex,  education,  experience  prior  to  becoming  a  secretary, 

reasons  for  choosing  the  career,  and  opinions  he  holds  with  regard  to  his 
position. 

2.  To  determine  the  factors  in  selection  of  secretaries. 

3.  To  determine  the  duties  and  powers  of  secretaries. 

4.  To  determine  the  degree  to  which  the  secretary  influences  the 
spending  of  a  school  division. 

5.  To  determine  some  of  the  major  problems  and  difficulties  faced 
by  secretaries. 

6.  To  discover  the  changes  which  have  occurred  in  the  position 
due  to  the  formation  of  counties. 

7.  To  investigate  attempts  at  in-service  training  of  secretaries 
as  well  as  to  determine  the  influence  of  the  Alberta  School  Secretaries’ 
Association  in  in-service  training. 

Importance  of  problem  and  need  for  study.  In  recent  years  a  great 
deal  of  attention  has  been  given  to  both  the  principalship  and  the  super¬ 
intendency.  The  secretary-treasurer  is  a  forgotten  man  in  Alberta  school 
administration.  Neither  the  position  nor  the  persons  occupying  it  have 
received  the  attention  they  warrant.  Across  the  secretary's  desk  pass 
nearly  all  the  matters  relating  to  the  administration  of  school  business 
in  his  area.  He  is  in  a  position  to  have  a  profound  influence  on  the 

operation  of  schools  within  his  division.  Yet  no  study  similar  to  the 
one  proposed  here  has  been  undertaken  in  Alberta. 
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There  is  a  surprising  lack  of  information  on  the  school  division 
secretary-treasurer  and  the  way  in  which  he  functions.  Are  there  special 
courses  of  training  which  might  he  beneficial  to  the  secretary  in  perform¬ 
ing  his  duties?  How  can  the  efficiency  of  our  school  administration  be 
improved  through  the  improvement  of  the  secretaries  in  charge?  Do 
secretaries  alone  have  virtual  control  over  the  spending  of  millions  of 
dollars?  Who  are  these  persons  around  whom  the  administration  of  our 
schools  revolves  and  what  makes  them  fit  for  the  position?  Lack  of 
answers  to  these  questions,  and  to  many  others  which  might  be  asked, 

points  to  the  need  for  a  study  such  as  the  one  presented  here. 

II.  DELIMITATION  OF  THE  STUDY 

This  study  was  limited  to  the  large  units  of  rural  school  adminis¬ 
tration  in  the  Province  of  Alberta,  the  divisions  and  counties.  The  county 
secretaries  have  been  excluded  from  the  study  except  for  the  portion  which 
deals  with  changes  which  have  occurred  in  the  position  as  a  result  of  the 
formation  of  counties. 

The  study  is  further  limited  by  the  fact  that  it  is  based  on 
opinions  expressed  by  secretaries  when  answering  the  questionnaire.^  The 
opinions  secretaries  hold  about  the  matters  under  discussion  could  differ 
considerably  from  the  actual  state  of  affairs. 

III.  BASIC  ASSUMPTIONS 

This  study  is  based  on  the  following  assumptions: 


^Appendix  1 . 
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1.  That  it  is  possible  to  get  a  true  and  accurate  picture  of  the 
administrative  function  of  the  secretary  by  means  of  a  questionnaire. 

2.  That  the  information  gained  by  interview  is  reliable  and 
truthful . 

J.  That  the  frequency  with  which  certain  replies  are  given  has 
some  bearing  on  the  importance  and  validity  of  the  responses. 

4.  That  the  administrative  functions  of  secretaries  are  important 
enough  to  have  an  influence  on  the  operation  of  classrooms  and  schools  and 
hence  are  worthy  of  study. 

IV.  SOURCES  OF  INFORMATION 

The  major  portion  of  this  thesis  is  based  on  information  gathered 
from  responses  made  to  the  questionnaire  by  forty-one  divisional  and  seven 
county  secretaries.  The  questionnaire  x^as  distributed  to  forty-five 
divisional  and  twelve  county  secretaries.  Although  not  all  questions 
were  answered  on  all  questionnaires  returned,  the  return  represents  an  82 
per  cent  (approximately)  response  from  the  divisions  and  a  58  per  cent 
response  from  the  counties. 

The  questionnaire  was  prepared  in  the  following  manner: 

1.  On  the  basis  of  the  statement  of  the  problem  the  author  listed 
the  information  he  expected  to  get  from  the  questionnaire.  This  list  was 
prepared  after  general  interviews  and  discussions  of  the  subject  with 
several  secretaries,  with  Dr.  T.C.  Byrne,  Chief  Superintendent  of  Schools 
for  Alberta,  and  with  Mr.  A.B.  Wetter  of  the  Administrative  Branch  of  the 
Department  of  Education. 

2.  The  list  was  then  discussed  with  Mr.  G.H.  Davison  and  Mr. 

H.E.  Todd,  the  president  and  secretary,  respectively,  of  the  Alberta 
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School  Secretaries'  Association,  and  with  Mr.  G.  Smith,  assistant 
secretary  of  the  County  of  Stettler  and  formerly  secretary  of  the  Stettler 
School  Division. 

3.  Mr.  Todd  and  Mr.  A.T.  Shand,  the  succeeding  association 
secretary,  listed  their  activities  as  school  division  secretaries  hy  means 
of  a  diary  type  record.  This  record  was  used  to  alter  the  ^expectation'1’ 
list  and  to  prepare  the  list  of  duties  used  in  the  questionnaire. 

4.  A  preliminary  draft  of  the  questionnaire  was  prepared  and 
discussed  with  the  three  secretaries  named  above.  Additional  changes  and 

improvements  were  suggested  by  Dr.  H.  T.  Sparby,  Professor,  Division  of 
Educational  Administration,  Faculty  of  Education,  University  of  Alberta. 

5.  The  final  draft  of  the  questionnaire  was  given  a  trial  run  by 
the  three  secretaries  already  mentioned.  Further  revisions  were  made  and 
the  questionnaire  was  distributed  to  all  the  secretaries  in  the  province 
who  came  under  the  study. 

The  information  for  chapters  which  are  not  based  on  the  questionnaire 
was  gathered  from  a  study  of  the  minutes  of  meetings  and  correspondence  of 
the  Alberta  School  Secretaries'  Association,  from  the  reports  of  Short  Courses 
in  School  Administration  conducted  by  the  Extension  Department  of  the 
University  of  Alberta,  and  from  interviews  with  Mr.  F.  W.  Wiggins,  the  first 
secretary  of  the  Association,  and  with  Mr.  Todd  and  Mr.  Shand. 

The  records  of  the  Alberta  School  Secretaries'  Association  were  useful 
to  discover  something  of  the  aims  and  purposes  of  the  organization.  They  also 
showed  the  attempts  of  the  organization  at  influencing  the  practice  of  its 

members.  Mr.  Todd  and  Mr.  Shand  made  a  similar  contribution.  Mr.  Wiggins 
provided  information  about  the  history  of  the  organization. 


I  .•). 


) 


1 


' 


. 


, 


. 


)■  j'  )  .  '•  >'  '  > 


j.  i 


...!  ''  I  1  ■'  ■ 


■'! 


M  J' 


i 


.  1 ; . 


J 


■-  '  '  '  ' 


:  "v  :  '.f.r 


■\  r ■  m  .  .  r 


) 


:  ;  v:  ■  v 


)  ... 


r-.*  £■. 


6 


Although  the  writer  came  to  all  interviews  with  prepared  questions 
and  specific  objectives  in  mind,  the  interviews  were  not  specifically 
directed  and  much  unsuspected  information  was  volunteered. 

P.  ORGANIZATION  OP  REMAINDER  OP  THESIS 

A  review  of  related  literature  and  authoritative  statements  pertinent 
to  this  study  forms  the  basis  of  chapter  II.  Chapters  III  to  IX  are  based 
on  an  analysis  of  the  results  of  the  questionnaire.  Chapter  III  consists 
of  a  summary  of  general  information  about  secretaries,  dealing  with  such 
things  as  age  and  experience  background.  In  chapter  IP  the  educational 
background  and  training  of  secretaries  is  analyzed  along  with  their  ex¬ 
perience  in  other  phases  of  education.  This  chapter  also  deals  with  the 
courses  of  training  for  secretaries.  How  they  were  appointed,  qualifi¬ 
cations  required  of  them  and  remuneration  are  dealt  with  in  chapter  V. 
Chapter  PI  deals  with  the  secretaries’  legal  status  and  with  an  analysis 
of  their  duties.  The  part  of  secretaries  in  policy  making  is  the  subject 
of  chapter  PII.  Chapter  PHI  lists  problems,  difficulties  and  comments 

made  by  secretaries  in  the  questionnaire.  Chapter  IX  studies  the  position 
of  the  county  school  secretary  and  how  it  has  changed  from  what  it  was 
under  the  school  division.  Throughout  these  chapters  verbatim  comments  made 
by  secretaries  are  given. 

Chapter  X  gives  a  short  account  of  the  history  of  the  Alberta  School 
Secretaries’  Association  and  its  aims  and  objectives.  It  also  deals  with 
attempts  at  establishing  a  certification  standard  for  secretaries.  It  is 
based  on  the  interviews  and  records  described  above.  The  final  chapter 
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is  a  summary  with  criticism  of  the  position  as  the  author  found  it 
and  recommendations  for  changes. 


CHAPTER  II 


REVIEW  OF  RELATED  LITERATURE 

The  author  found  very  little  in  the  literature  written  exclusively 
about  the  secretary- treasurer .  Many  of  the  citations  below  were  originally 
made  in  speeches  before  various  educational  bodies  and  were  later  reported 
in  THE  ALBERTA  SCHOOL  TRUSTEE  or  in  CANADIAN  EDUCATION.  The  discussion  of 
these  citations  is  divided  into  several  main  groupings. 

I.  THE  POSITION 

Speaking  to  the  Banff  Short  Course  in  June,  1956,  on  "Methods  of 
Keeping  the  Board  Informed"  Bowen's  remarks  indicate  that  he  thinks  that 
the  secretary  has  a  considerable  influence  on  the  thinking  and  actions  of 
board  members.  However,  it  must  be  pointed  out  that  Bowen  also  thinks 
that  too  much  authority  in  the  managerial  personnel  of  a  division  is  not 
a  desirable  thing.  He  feels  that  board  members  should  be  encouraged  to 
exercise  more  authority  rather  than  to  pass  it  on  to  their  employees. ^ 

"If  I  had  dug  into  some  books  on  school  administration,  I  probably  could 
have  told  you  something  you  didn’t  already  know,"  is  a  comment  which  seems 
to  imply  that  secretaries  can  gain  from  a  formal  study  of  school  adminis- 
t rati on. 


~*-R.B.  Bowen,  "Methods  of  Keeping  the  Board  Informed,"  The  Alberta 
School  Trustee ,  26;8:11,  September,  1956. 


^ Ibid. 
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The  reliance  of  trustees  on  their  secretaries  is  illustrated  by 

Barr  when  he  says:  "In  my  opinion  no  people  can  contribute  more  to  the 

success  of  a  zone  organization  than  our  secretaries."  The  secretaries 

are  aware  of  the  problems  faced  by  the  board  and  can  be  instrumental  in 

3 

bringing  these  problems  before  zone  meetings. 

Davison  lists  three  answers  to  the  questions,  "Why  is  a  secretary 
in  the  business  of  school  administration?"  and  "What  are  the  alms  of 
school  administrartion?" : 

1.  To  develop  boys  and  girls  as  good  citizens. 

2.  To  inculcate  virtues  of  integrity,  culture,  etc., 
instilling  a  desire  and  understanding  in  the  acceptance 
of  duty  and  responsibility. 

3.  The  secretary  should  be  able  to  truthfully  remind  himself 
that  some  youngsters  will  be  better  citizens  as  a  result 
of  what  he  has  done. 4 

Although  one  could  argue  the  validity  of  these  as  objectives  of  secretaries 
it  is  interesting  that  the  president  of  the  Alberta  School  Secretaries’ 
Association  should  list  objectives  which  generally  coincide  with  those  of 
most  teachers.  He  appears  to  feel  that  the  influence  of  the  secretaries’ 
operations  are  quite  far-reaching  and  can  have  these  desired  effects  on 
students . 

Hodgson  illustrates  a,  function  of  the  secretary  in  policy  imple¬ 
mentation:  "  ’Executing  policy  is  one  of  my  responsibilities,’  says  the 
executive o  ’Why  not  leave  me  alone  to  do  it?  Doesn’t  the  board  trust 
me?’  ".  Further  he  says:  "It  is  the  superintendent’s  or  secretary- 
treasurer's  responsibility  in  return  for  the  authority  delegated  to  him, 

3 

E.  Parr,  "Zone  Organization  for  Trustees",  The  Alberta  School 
Trustee.  26;9’U>  October,  1956. 

^0 .  H.  Davison,  "Can  I  Help  You?".  The  Alberta  School  Trus tee , 

29 ; 7 : 1 5 ,  July-August,  1959* 
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to  be  able,  if  necessary,  to  justify  every  decision  he  makes. These 
words  illustrate  the  opinion  apparently  held  by  many  that  the  secretary, 
as  an  executive  of  the  board,  must  only  implement  and  not  formulate  policy. 
He  must  always  act  in  accordance  with  board  policy.  To  illustrate  this 
division  of  function  between  the  board  and  its  executive  officers  Hodgson 
gives  an  example: 

Suppose  that  a  board  adopts  this  as  a  policy  statement;  'The  board 
will  keep  its  total  budget  position  under  constant  review.'  This  is 
the  policy.  It  is  now  up  to  the  responsible  executive  to  devise  the 
best  means  of  doing  this.  The  board  ought  not  to  have  to  initiate 
action  in  the  detail  that  should  flow  from  policy.  ...  It  is  up  to 
the  responsible  executive  then  to  draft  the  detail  that  flows  from 
this  policy. 

The  problem  of  raising  the  calibre  of  local  civil  servants  is  given 
some  attention  by  Reeves  while  discussing  the  county  plan  of  municipal  and 
school  administration,  ffe  points  out  that  the  all-purpose  unit  is  hailed 
as  a  "means  of  restoring  interest  in  local  government"  and  that  such  a 
plan  has  produced  a  very  high  level  of  municipal  administration  in  England. 
Contending  that  the  county  plan  "opens  the  way  for  more  men  of  high  calibre 
who  are  skilled  in  the  various  phases  of  administration,"  he  says  that  it 
would  allow  the  details  of  administration  to  be  placed  in  competent  hands. 
The  local  representatives  could  then  focus  their  attention  on  the  very 
important  aspect  of  development  of  policy. ^  Although  primarily  discussing 


^Ernest  Hodgson,  "The  Nature  and  Place  of  Policy  in  School  Adminis¬ 
tration,"  Policy  Formulation  by  School  Boards ,  (A  review  of  addresses  and 
discussions  at  the  Sixteenth  Annual  Short  Course  in  School  Administration) , 
Department  of  Extension,  University  of  Alberta,  pp.  5-6,  I960. 

^Ibid. ,  p.  9- 

7 

'A.  V.  Reeves,  "School  District  Reorganization,"  Canadian  Education, 
10;4:50,  September,  1955* 
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supervision  in  schools,  Reeves  further  stresses  "the  need  for  university 

facilities  of  education  to  provide  courses  in  instructional  leadership  and 

8 

executive  development  Could  the  latter  he  extended  to  include  the  school 
division  business  executive — the  secretary? 

Gilles  explains  the  relative  positions  of  the  superintendent  and 
secretary-treasurer  in  Alberta  divisions: 

The  chief  executive  officers  of  the  divisional  board  are  the 
secretary-treasurer  and  the  superintendent.  ...  The  secretary- 
treasurer  is,  in  effect,  the  business  manager  of  the  division  and 
gives  practical  effect  to  the  policies  of  the  board. 9 

Flower  suggests  that  this  divided  responsibility  and  authority 
creates  problems  which  might,  however,  be  overcome  with  locally  employed 
superintendents.  These  locally  employed  superintendents  might  supersede 
the  secretary  in  authority  and  tend  to  overcome  the  tendency  of  boards  to 
be  excessively  concerned  with  administrative  matters  because  they  are  the 
province  of  their  own  appointee,  whereas  educational  matters  are  within 
the  field  of  the  provincially  appointed  advisor  to  the  board. ^ 

Murphy  also  suggests  that  it  is  not  possible  to  operate  a  school 
system  in  the  most  effective  fashion  with  a  divided  authority.  She  feels 
that  every  school  system  must  have  one  chief  executive  officer,  the  super¬ 
intendent.  This  superintendent  should  be  the  business  head  as  well  as  the 


8Ibid. ,  p.  60. 
q 

J.W.  Gilles,  "School  Divisions  in  Alberta:  Their  Organization, 
Operation,  and  Contribution  to  Educational  Progress,"  (unpublished  Master’s 
thesis,  The  University  of  Alberta,  Edmonton,  1942)?  p.  20. 

10 

G.  E.  Flower,  "New  Directions  in  Educational  Leadership," 

Canadian  Education,  12;4:10-11,  September,  1957* 
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educational  leader  of  the  system.11  The  position  of  the  secretary  would 
then  obviously  become  relatively  minor  in  importance. 

Although  primarily  discussing  the  problem  of  superintendents 
getting  so  involved  in  administrative  matters  that  they  lack  the  time  to 
supervise  classrooms,  Swift  makes  oblique  reference  to  the  secretary  and 
his  place  in  the  scheme  of  school  organization.  Essentially,  he  says  that 
if  the  superintendent  is  to  withdraw  from  the  administrative  details  someone 
else  must  look  after  them.  The  solutions  offered  are  for  either  the  secre¬ 
tary  to  take  the  responsibility  or  for  the  employment  of  a  business  manager 
or  administrative  officer.  He  states  that  secretaries  do  little  "road 
work,"  being  mostly  office  boys  and  accountants.  He  therefore  suggests 
that  this  administrative  officer  would  replace  the  secretary.  However,  he 

favors  an  arrangement  whereby  the  superintendent  would  become  the  chief 

12 

administrative  officer  of  the  board. 

Wiggins,  a  divisional  secretary,  is  of  the  opinion  that  there  must 

be  a  clear  delineation  of  the  duties  between  secretaries  and  superintendents. 

In  commenting  on  Swift  he  favors  the  superintendent  staying  to  the  class- 

13 

room  and  the  secretary  doing  the  administrative  work  of  the  division. 

The  findings  of  Hencly  in  his  study  of  the  school  superintendent 

■^Wan  Murphy,  "What  a  Trustee  Expects  of  a  Superintendent," 

Canadian  Education,  13 ; 4 • 70-71 >  September,  1958* 

12 

W.H.  Swift,  an  address,  Report  of  the  Proceedings  of  the  Eirst 
Refresher  Course  in  School  Administration,  Department  of  Extension, 

University  of  Alberta,  June,  1945 >  PP«  9-11 • 

13 

F.  W.  Wiggins,  o£.  cit . ,  pp.  11-15 • 
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do  not  support  Wiggins.  He  says: 

It  seems  likely,  therefore,  that  the  close-working  relationship 
presently  existing  between  the  board  and  its  secretary,  and  the 
superintendent,  will  eventually  create  an  arrangement  whereby  the 
superintendent  and  secretary  will  become  the  strong  executive  arm 
of  elected  boards.  ...  It  seems  clear  that  the  more  the  confidence 
of  boards  grows  with  regard  to  superintendents ,  the  more  likely 
it  will  be  that  superintendents  will  become  chief  executive  officers 

of  their  inspectorates .^4 


This  view  of  the  strong  position — -dominant  over  the  secretary--  of 
the  superintendent  is  supported  by  Mowat: 

School  boards  look  upon  him  as  a  valued,  advisory  officer,  and 
frequently,  as  evidence  of  the  high  degree  of  confidence  in  which 
he  is  held,  the  superintendent  in  effect  becomes  the  chief  adminis¬ 
trative  officer  of  the  board.  ^ 


McNally,  who  was  Deputy  Minister  of  Education  for  the  Province  of 
Alberta  at  the  time  of  his  welcoming  address  to  the  first  Refresher  Course 
in  School  Administration,  does  not  appear  to  stress  the  executive  nature 
of  the  secretary's  position  as  much  as  others  have: 

A  secretary  in  my  opinion,  occupies  a,  position  of  the  very 
greatest  importance.  I  think  ...  the  divisional  secretary  who 
attempts  from  time  to  time  to  explain  to  teaching  staffs  and 
generally  make  acceptable  the  rulings  and  regulations  of  the 
board  ...  should  be  a  person  of  good  judgment  and  appearance, 
with  tact  and  suavity  and  possession  of  all  the  qualities  you 
can  conceive  of  that  enable  one  to  become  an  acceptable  civil 
servant. 


^S.P.  Hencly,  "A  Descriptive  Survey  of  Alberta  Divisional  and 
County  School  Superintendents,"  (unpublished  Master's  thesis,  The 
University  of  Alberta,  Edmonton,  1958),  p.  26. 

■^G.L.  Mowat,  "The  School  Superintendent  in  Alberta,"  The 
Canadian  Superintendent ,  5*27,  May,  1957 • 

■^G.F.  McNally,  Speech,  Report  of  the  Proceedings  of  First 
Refresher  Course  in  School  Admini s t ra ti on ,  Department  of  Extension, 
University  of  Alberta,  June,  1945)  P»  5* 
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It  is  obvious,  nevertheless,  that  he  feels  that  a  secretary  should  be  a 
person  with  high  qualifications. 

II.  RELATIONSHIPS  INVOLVING  SECRETARIES 

Byrne  recognizes  the  importance  of  the  secretary-treasurer  who  can 
have  a  direct  influence  on  divisional  policies.  He  suggests  that  relation¬ 
ships  between  business  staff  and  teaching  staff  are  improved  if  decisions 
affecting  the  latter  are  made  on  the  basis  of  "the  human  rather  than  the 
financial  equation. This  seems  to  imply  that  the  secretary  must  have 
a  certain  amount  of  skill  in  dealing  with  human  beings. 

In  dealing  with  public  relations,  Davison  states  that  from  the 
secretary’s  view  "good  public  relations  is  contingent  upon  common  sense, 
courtesy,  kindly  activities  and  good  manners."  It  is  essential  that  the 
public  be  made  a  partner  in  education  and  that  all  school  board  business 
be  open  and  above  board.  The  secretary  can  be  very  instrumental  in  keeping 
it  so.  The  secretary's  personal  relationships  with  the  public  are  important. 

*|  O 

Friendliness  and  service  are  the  keynotes  of  office  atmosphere. 

Davison  also  makes  suggestions  regarding  a  secretary's  relation¬ 
ships  with  other  divisional  and  departmental  personnel.  There  should  be  a 
clear  division  of  duties  between  principals,  superintendents,  caretakers, 
foremen  and  secretaries.  Relations  with  teachers  should  be  cooperative  and 
helpful.  Confidential  files  should  be  fully  respected.  "A  high  degree 

■^T.  C.  Byrne,  "Personnel  Policies  of  School  Boards,"  The  Alberta 
School  Trustee,  27;11:11,  December,  1957* 

1  O 

°Davison,  ojd.  cit. ,  p.  15 . 
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of  trust  is  required  between  secretaries  and  trustees/'  Secretaries  should 
remember  that  trustees  are  answerable  to  the  public  for  their  actions  and 
not  to  secretaries.^ 

III.  DUTIES  ADD  QUALIFICATIONS  OF  SECRETARIES 


Shand,  in  reporting  on  a  divisional  office  survey  made  while  he  was 

vice-president  of  the  Alberta  School  Secretaries '  Association,  reports  that 

the  number  of  hours  of  overtime  worked  by  secretaries  indicates  that  on  the 

90 

whole  they  are  a  considerably  overworked  group  of  persons. 

Among  the  items  Shand  reported  to  be  handled  by  secretaries  as  part 

of  their  duties  are:  textbook  rentals,  operation  of  central  libraries,  sale 

of  pupil  supplies,  operation  of  dormitories,  supervision  of  construction  crews, 

supervision  of  contract  buses  as  well  as  divisionally  owned  buses.  He^ 

points  out  that  in  the  matter  of  years  of  service  to  education  secretaries, 

on  the  average,  have  considerably  more  experience  than  either  board,  members 

22 

or  superintendents . 

In  connection  with  secretaries*  duties  which  can  facilitate  the 

conduct  of  board  meetings  Swift  suggests  the  following: 

1.  The  secretary's  first  responsibility  is  in  the  preparation  of 
a  proper  agenda,  well  prepared  and  properly  arranged. 


19Ibid. 

^9A.T.  Shand,  “Divisional  Office  Survey/*  (Circular  letter  to 
secretary-treasurers,  May,  1957)?  Alberta  School  Secretaries' 
Association,  p.  1. 


^Ibid. ,  p.  2. 
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2.  All  necessary  documents  should  be  at  hand  and  in  the 
order  of  appearance  on  the  agenda. 

3.  The  secretary  can  facilitate  matters  by  having  the  details 
of  lengthy  documents  and  correspondence  stimmarized.^3 

Stillings  is  of  the  opinion  that  "many  school  boards  expect  the 
secretary  to  assume  responsibilities  far  beyond  those  outlined  in  the 
School  Act."  "The  secretary  who  lacks  imagination,  responsibility  and 
information"  creates  many  of  the  problems  faced  by  school  boards. 
Stillings  further  says : 

To  carry  out  board  policy  a  secretary  should  be  well  versed  in  all 
areas  of  his  operation,  such  as:  plant  management  and  equipment; 
debentures;  borrowings;  rentals;  tendering;  sites;  pensions;  sick 
leave;  pay-roll  procedure;  transportation;  school  law;  school  board 
organization  and  operation  including  by-laws,  minutes,  conduct  of 
meetings,  reports,  files;  and  of  course,  courteous,  friendly,  and 
business-like  relations  with  the  public  with  whom  he  is  in  contact 
and  who  expect  expert  information.  The  secretary  who  does  not 
possess  these  qualities  is  automatically  doomed  to  numerous 
problems  in  implementing  policies. ^5 

This  list  provides  a  fairly  comprehensive  tally  of  secretaries’  duties 
and  areas  of  responsibility.  Like  Hodgson,  Stillings  sees  a  danger  in 
too  much  detail  being  spelled  out  in  policy.  It  is  the  problem  of  the 
secretary  to  keep  the  detail  out  of  policy.'10 

Although  Stillings  states  that  financial  procedure  is  one  for 


23 

W.H.  Swift,  "Conduct  of  Board  Meetings,"  The  Alberta  School 
Trustee ,  29 ; 8 : 5 >  September-October ,  1959* 

24 

C.G.  Stillings,  "Problems  of  the  Secretary  in  Advising  the  Board 
as  to  Enactments  and  in  Implementing  of  Policies  of  the  Board,"  Policy 
Formulation  by  School  Boards,  Department  of  Extension,  University  of 
Alberta,  p.  58* 

25 

Ibid. ,  p.  58-59* 

26 


Ibid. ,  p.  59* 
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which  the  secretary  must  accept  a  major  share  of  responsibility  he  i3 

not  clear  as  to  whether  he  means  that  the  secretary  should  actually 

control  budgetary  and  spending  policies  or  whether  the  board  should 

27 

merely  be  kept  informed  of  their  status  by  the  secretary. 

As  early^  as  1942,  when  many  of  the  school  divisions  were  still 

being  formed,  Gilles  sensed  the  problem  of  "office  boy"  type  of  secre- 

28 

taries.  ~  He  recognizes  the  highly  important  business  position 
occupied  by  the  secretary  when  he  says: 

There  are  a  few  divisions  where  the  secretary  seems  to  be 
little  more  than  a,  bookkeeper.  On  the  other  hand,  there  are 
divisions  where  the  bookkeeping,  while  assuming  the  proportion 
of  a  sizeable  job  in  itself,  is  still  a  minor  activity  of  the 
secretary- treasurer ,  whose  main  function  is  that  of  general 
business  manager,  in  which  capacity  he  may  be  largely  responsible 
for  the  efficient  management  of  such  ancillary  services  an  vans 
and  pupil  transportation,  dormitories,  centralized  buying  and 
distribution  of  supplies,  etc.  29 

The  Dominion  Bureau  of  Statistics  does  not  place  the  secretary 
on  quite  as  high  a  managerial  level  as  Gilles  did,  but  in  I960  it  lists 
duties  similar  to  those  he  listed  in  1942: 

The  secretary-treasurer  can  not  be  a  member  of  the  school 
board.  He  is  a  full-time  servant  appointed  by  the  board,  sub¬ 
ject  to  the  approval  of  the  minister.  He  takes  charge  of  the 
divisional  office,  keeps  minutes,  records,  books,  deals  with 
teachers  and  the  public  respecting  routine  matters  and  special 
problems,  purchases  and  distributes  supplies,  and  in  general 
cares  for  the  day-to-day  business  of  the  division. 30 


2 7 Ibid. 

2^Gilles ,  loc .  cit. 

29Ibid. 

50 

Dominion  Bureau  of  Statistics,  The  Organization  and  Adminis - 
tration  of  Public  Schools  in  Canada,  2nd  Ed. ,  p.  51,  I960. 
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IV.  THE  ALBERTA  SCHOOL  SECRETARIES’  ASSOCIATION 

Shand  reports  comments  such  as  the  following  were  made  by  secre¬ 
taries  regarding  their  association: 

I  commend  the  association  for  work  accomplished.  Members 
are  now  only  beginning  to  realize  there  are  other  factors  than 
salaries.  Future  plans  for  short  courses  should  centre  around 
subjects  that  are  of  more  particular  interest  to  the  secretaries. 
Action  re:  certification  and  control  over  this  factor.2 

One  object  of  the  association  is  suggested  by  Shand  when  he  states 
that  ’’individually  secretaries  know  a  lot,  but  collectively  they  know 
just  about  all  there  is  to  know  about  school  administration.”^  Thus  he 
exhorts  secretaries  to  use  the  association  for  exchange  of  ideas  and  for 
self  improvement. 

The  attempt  of  the  secretaries  to  establish  a  pension  plan  received 
the  blessing  of  the  Department  of  Education  when  the  Minister  of  Edu¬ 
cation  strongly  recommended  that  the  plan  be  given  favorable  consideration 
by  the  trustees  at  their  annual  meeting. ^ 

V.  SUMMARY 


The  importance  of  the  position  occupied  by  the  secretary  is 
recognized  across  Canada  and  most  certainly  in  Alberta.  The  influence 


31 

Shand,  ojd.  cit .  p.  2. 

52A.T.  Shand,  ”Alberta  School  Secretaries’  Association,” 
The  Alberta  School  Trustee,  25 ; 7 : 8 s  July-August,  1955* 

^Report  of  Annual  Meeting,  The  Alberta  School  Trustee, 
35;  10: 15,  November,  1955* 
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of  the  secretary  varies  with  the  administrative  organization  of  the 
area  and  with  the  personality  of  the  individual  involved.  There  are 
two  opposing  views  of  the  nature  of  the  position.  One  holds  that  the 
secretary  should  he  the  chief  business  executive  of  the  board.  The 
other  states  that  the  secretary  should  be  a  business  executive  of  the 
board  but  subordinate  in  authority  to  the  superintendent  of  the  division, 
who  should  be  the  chief  executive  officer.  It  appears  that  in  practice 
both  situations  occur  in  Alberta,  although  they  may  not  be  formally 
declared  as  such. 

It  is  felt  that  the  position  involves  some  fairly  complex  problems 
in  human  relationships.  The  secretary  must  be  able  to  cope  success¬ 
fully  with  these  and  must  aid  in  establishing  an  atmosphere  conducive 
to  the  conduct  of  school  business. 

The  duties  generally  listed  are  those  associated  with  the  manage¬ 
ment  of  the  office  and  business  affairs  of  the  school  division.  Some 
secretaries  seem  to  feel  that  their  influence  is  a  little  more  far- 
reaching  than  this,  even  to  the  extent  that  they  have  an  influence  on 
the  education  of  students  in  the  schools.  There  is  some  feeling  that 
the  secretary  needs  some  sort  of  formal  training  in  the  field  of  school 
administration.  He  should  be  a  well  adjusted.  person  with  a  broad 
educational  background. 

Secretaries  appear  to  feel  that  the  Alberta  School  Secretaries' 
Association  is  an  important  organization  in  their  field  of  endeavour. 

It  opera/tes  in  the  fields  of  improvement  of  the  functioning  of  practicing 
secretaries  and  the  improvement  of  welfare  benefits  to  the  members. 
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CHAPTER  III 


AGE,  SEX,  AND  PREVIOUS  EXPERIENCE  OF  SECRETARIES; 

COMMENTS  ON  SECRETARYSHIP  AS  A  CAREER 

Although  age  and  sex  may  not  he  extremely  significant  with  regard 
to  the  individual  secretary,  they  are  important  in  formulating  an  image 
of  the  "typical"  secretary.  The  background  of  experience  possessed  by 
secretaries  may  have  an  important  bearing  on  the  way  in  which  they  perform 
their  duties.  What  the  persons  actually  in  the  vocation  think  of  the 
secretaryship  as  a  career  can  provide  some  insights  into  the  position. 

This  chapter  will  deal  with  the  age,  sex,  and  experience  factors. 

I.  AGE  AND  SEX 

Figure  1  (page  21 )  shows  a  distribution  of  secretaries  according 
to  age.  The  average  age  reported  in  1959  was  48*6  years.  Two  (5  per  cent) 
secretaries  were  in  the  twenty  to  twenty-nine  year  group;  seven  (17*5  P®r 
cent)  were  in  the  thirty  to  thirty-nine  year  range;  fourteen  (35  per  cent) 
in  the  forty  to  forty-nine;  ten  (25  per  cent)  in  the  fifty  to  fifty-nine; 
four  (10  per  cent)  in  sixty  to  sixty -nine;  and  three  (7*5  per  cent) 
reported  ages  between  seventy  and  seventy-nine  years.  It  is  apparent  that 
the  secretaries  are  a  relatively  mature  group  of  persons.  It  is  interest¬ 
ing  that  three  of  the  forty  respondents  are  over  sixty-nine  years  of  age, 
well  past  the  usual  retirement  age  of  sixty-five. 

Forty  of  the  respondents  to  the  questionnaire  were  male  and  one 
was  female.  The  field  appears  to  be  almost  exclusively  cne  for  men.  No 
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FIGURE  1 

DISTRIBUTION  OF  SECRETARIES  ACCORDING 
TO  AGE  (1959-60) 


*Total  respondents:  40 
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attempt  was  made  to  arrive  at  the  reasons  for  this. 

II.  EXPERIENCE 

The  discussion  of  experience  will  he  sub-divided  into  consideration 
of  previous  vocational  experience  and  experience  on  elected  public  bodies j 
assessment  of  the  usefulness  of  these  and  a  discussion  of  the  amount  of 
experience  reported  as  divisional  secretaries  will  be  made. 

Vocational  Experience  Prior  to  Appointment  as  Secretary-Treasurer. 
Experience  gained  prior  to  appointment  as  a  secretary- treasurer  could  be 
useful  in  the  performance  of  the  duties  of  a  secretary.  Table  I  (page  23) 
gives  a  summary  of  the  experience  reported  by  respondents  to  the  question¬ 
naire  . 

Eleven  (27  per  cent)  of  the  forty-one  respondents  reported  having 
had  experience  in  accounting  or  some  very  closely  related  field.  Four 
(9.8  per  cent)  of  them  reported  that  they  had  been  assistant  secretaries 
of  divisions;  a  further  four  had  had  experience  as  teachers;  three  (7.3 
per  cent)  had  been  employed  by  municipalities;  three  had  been  retail 
store  managers;  three  had  had  experience  as  insurance  salesmen;  three  had 
been  in  the  armed  forces;  and  three  had  been  farmers.  The  remainder  had 
been  bank  employees,  self  employed  in  business,  income  tax  investigators, 
building  contractors,  and  ministers.  A  total  of  eighteen  (44  pen  cent) 
of  the  secretaries  had  had  experience  in  fields  (assistant  secretary, 
accounting,  municipal)  iirhich  one  might  expect  to  be  especially  helpful 
in  their  vocations  as  secretary-treasurers. 


Experience  on  Elected.  Public  Bodies.  The  experience  on  elected 
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VOCATIONAL  EXPERIENCE  OF  SECRETARIES 
PRIOR  TO  APPOINTMENT 


Type  of 

Experience 

No. 

1° 

Accounting  or  related  field 

11 

27.0 

Ass’t  Sec.  of  division 

4 

9.8 

Teaching 

4 

9.8 

Municipal  employee 

3 

7.3 

Retail  store  manager 

3 

7.3 

Insurance  salesman 

3 

7.3 

Armed  forces 

3 

7.3 

Fanner 

3 

7.3 

Bank  employee 

2 

4.9 

Self  employed  in  business 

2 

4.9 

Minister 

1 

2.4 

Building  contractor 

1 

2.4 

Income  tax  investigator 

1 

2.4 

Total 

41 

public  bodies  reported  by  secretaries  might  be  an  indication  of  their 
interest  in  public  affairs  and  in  education  prior  to  their  appointment. 
Experience  gained  in  these  various  public  posts  could  prove  useful  to  the 
secretary  in  the  performance  of  his  daily  tasks  by  providing  experience 
in  public  relations  and  in  procedures  on  public  bodies. 

Fourteen  (34  per  cent)  of  the  secretaries  replying  to  the  question¬ 
naire  had  served  on  some  elected  public  body.  Six  of  them  had  served  from 
three  to  twenty-nine  years  as  members  of  the  boards  of  non-di visional  school 
districts  with  an  average  of  9*3  years.  Two  had  served  for  terms  of  four 
years  on  a  school  division  board.  Three  had  been  on  the  council  of  a 
rural  municipality  for  from  seven  to  eleven  years  with  an  average  of  8.7 
years.  Two  had  served  on  an  urban  municipal  council  and  one  had  served 
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on  a  town  school  hoard.  This  is  probably  a  considerably  better  record  of 
public  service  than  would  be  found  among  forty-one  members  of  most  other 
vocational  groups. 


Evaluation  of  experience.  Secretaries  were  asked  to  judge  the 
usefulness  of  their  previous  experience  as  an  aid  to  the  performance  of 
their  duties.  Respondents  did  not  seem  willing  to  list  a  least  helpful 
type  of  experience  since  only  a  few  responses  were  made  to  this  item. 
This  may  be  because  all  types  of  experience  are  of  some  value.  Among 
the  items  listed  as  being  least  useful  were  the  following:  lumber  yard 
experience,  teaching  experience,  army  experience,  and  experience  as  a 
municipal  auditor. 

Table  II  below  lists  the  types  of  experience  judged  to  be  most 
useful  to  the  secretary  in  his  work  and  indicates  the  number  of  times 
each  was  given.  The  numbers  in  parenthesis  after  each  item  below 

TABLE  II 

TYPES  OP  EXPERIENCE  JUDGED  AS  MOST  USEFUL 
TO  SECRETARIES  IN  THEIR  WORK 


Type  of  Experience  No. 


Municipal  office  6 
Teaching  6 
Public  accounting  5 
Business  experience  5 
Division  ass't  sec.-treas.  3 
Secretary  of  local  board  2 
Armed  forces  2 
Chairman  of  school  board  1 
Sec.-treas.  of  town  1 


Total  31 
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indicate  the  number  of  secretaries  who  gave  this  as  a  most  useful  experience. 
Municipal  office  (6),  teaching  (6),  public  accounting  (5),  business  experi¬ 
ence  (5),  assistant  secretary-treasurer  of  school  division  (3),  secretary 
of  local  board  (2),  armed  forces  (2),  chairman  of  school  board  (l),  and 
secretary-treasurer  of  town  (l).  It  is  apparent  that  the  closely  related 
fields  of  accounting,  municipal  work,  and  teaching  are  most  often  given 
as  being  most  useful  in  the  secretaries’  work. 

Length  of  experience  as  school  division  secretary.  Figure  2 
(page  26)  provides  a  summary  of  the  length  of  experience  as  divisional 
secretaries  reported  by  the  respondents  to  the  questionnaire.  It  is 
possible  that  the  bi -modal  type  of  distribution  is  a  result  of  the  secre¬ 
taries  of  the  older  divisions  having  retired  and  now  having  been  replaned 
by  younger  men. 

Eleven  (31.5  per  cent)  of  the  thirty-five  divisional  secretaries 
responding  to  this  item  started  their  careers  as  secretaries  within  the 
last  six  years.  Four  (ll.4  per  cent)  had  from  six  to  ten  years  of 
experience  in  the  position;  five  (14.3  per  cent)  had  from  eleven  to 
fifteen  years;  eleven  (31*5  per  cent)  had  sixteen  to  twenty  years;  and 
four  (ll.4  per  cent)  had  twenty-one  to  twenty-five  years  of  experience. 

Over  half  of  the  secretaries  reporting  had  more  than  ten  years  of  experi¬ 
ence  in  their  positions.  The  average  number  of  years  of  experience 
reported  was  12,1.  This  is  certainly  time  enough  for  secretaries  to 
have  become  thoroughly  competent  in  their  field.  Four  secretaries  report¬ 
ed  that  they  had  had  experience  as  an  assistant  secretary  with  an  average 
of  2.3  years  reported  for  this  position.  The  writer  finds  it  rather 
surprising  that  only  four  of  the  forty-one  respondents  had  been  previously 
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Years  of  Experience 


FIGURE  2 

LENGTH  OF  EXPERIENCE  AS  DIVISIONAL 
SECRETARY  (1959-60) 


*  Total  -  55. 


< ,  . 


*io  .  ■" 


s  ;  r: 

■ 


, 


27 


employed  by  a  school  division. 

III.  REASONS  FOR  CHOOSING  SECRETARYSHIP  AS  A  CAREER 

The  following  are  typical  of  the  reasons  given  by  secretaries 
for  choosing  the  secret  ary- treasurer ship  as  a  career: 

1.  I  became  secretary  to  help  division  out  of  financial 
difficulty. 

2.  I  was  interested  in  education. 

3.  I  felt  a  need  to  get  out  of  teaching  but  wanted  to 
be  associated  with  education. 

4*  Security  of  position. 

5.  For  the  experience. 

6.  Appeared  to  be  an  interesting  position. 

7.  Wanted  to  be  independent  of  "bosses". 

A  summary  of  the  categories  into  which  replies  fell  is  given 
in  Table  III  (page  28).  Thirteen  (32  per  cent)  of  the  secretaries 
indicated  that  the  type  of  work  appealed  to  them.  Twelve  (29  per  cent) 
wanted  to  better  their  position.  Six  (14.6  per  cent)  expressed  a 
desire  to  be  of  service  in  education  or  felt  that  an  interest  in 
education  motivated  them  to  choose  the  work  and  a  further  six  listed 
miscellaneous  reasons.  Four  (9.7  per  cent)  of  the  secretaries 
entered  the  vocation  because  they  were  asked  to  serve  in  the  position. 

IV.  ADVANTAGES  AND  DISADVANTAGES  OF  POSITION  AS  A  CAREER 

Table  IV  summarizes  the  responses  to  the  question,  "What  do 
you  consider  to  be  the  advantages  of  this  ( secret ary- treasurer)  career?" 
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TABLE  III 

REASONS  FOR  CHOOSING  SECRETARYSHIP 
AS  A  CAREER 


Reason 

No. 

1o 

Type  of  Work 

15 

52.0 

Better  position  (permanent 
employment,  more  pay, 
work  conditions) 

12 

29.0 

Interest  in  and  desire  to 
be  of  service  in 

Educ ation 

6 

14*6 

Miscellaneous 

6 

14.6 

Invited  to  take  position 

4 

9-7 

Total 

41 

TABLE  IV 

ADVANTAGES  OF  SECRETARY-TREASURER ' S 
CAREER 


Advantage 

No. 

* 

No  advantages 

8 

20.5 

Opportunity  for  service 

in  education 

7 

18.0 

Interesting,  varied, 

enjoyable 

7 

18.0 

Good  pay,  good  work 

conditions 

7 

18.0 

Freedom,  opportunity 

to  use  initiative 

5 

12.8 

Opportunity  to  meet  public 

5 

12.8 

Total 

39 
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Eight  (20.5  per  cent)  of  the  respondents  felt  there  were  no  special 
advantages  to  the  secretary-treasurer 's  career.  Seven  (18  per  cent) 
listed  opportunities  to  be  of  service  in  the  field  of  education; 
seven  listed  replies  indicating  that  the  variety  and  interesting 
quality  of  the  work  was  an  advantage;  and  seven  listed  replies  in 
the  economic  welfare  category  —  good  pay,  good  working  conditions, 
security,  hours  of  work  and  pensions.  Five  (12.8  per  cent)  felt 
that  the  freedom  involved  and  the  opportunity  for  using  initiative 
were  advantages  and  five  mentioned  the  opportunity  to  meet  the  public. 
Among  the  actual  comments  made  were  the  following: 

1.  The  work  is  very  interesting  and  varied  and  offers 
opportunity  to  develop  initiative.  It  is  also  very 
satisfying  to  share  in  improvement  of  school  services. 

2.  (a)  To  deal  with  education  of  youth. 

(b)  To  help  in  formation  of  provincial  policies  in 
education. 

3.  You  are  practically  your  own  boss. 

4.  Better  working  conditions,  less  politics,  better  wages 
(than  town),  good  retirement  scheme. 

A  summary  of  the  replies  indicating  the  disadvantages  of  the 
career  is  given  in  Table  V  (page  $0) .  Five  (l4*7  pen  cent)  secretaries 
indicated  they  saw  no  disadvantages ;  five  listed  the  low  salary;  five 
the  lack  of  opportunity  for  advancement;  and  five  listed  problems  of 
relations  with  the  public  as  a  disadvantage.  Four  (11.8  per  cent) 
thought  the  type  of  work  to  be  a  disadvantage;  three  (8.8  per  cent) 
listed  lack  of  freedom  and  interference;  and  three  listed  miscellaneous 
reasons.  Lack  of  security  and  tenure,  and  stress  and  pressure  of  work 

we re  each  listed  by  two  secretaries  (5»9  pen  cent).  Among  the 
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statements  made  in  the  questionnaires  were  the  following: 

1.  Some  board  member  or  superintendent  may  try  to 
make  things  miserable. 

2.  No  great  field  for  advancement.  Burdened  with 
too  many  details.  Public  relations  sometimes 
difficult.  Subject  to  criticism  from  public, 
superintendent  of  schools,  Department  and  board. 

5.  All  superintendents  should  spend  more  of  their 
time  on  educational  matters  rather  than  administ¬ 
rative  matters. 

4*  Fault  finding  by  an  unappreciative  public  and 
teachers  of  service  rendered. 

5.  Seeing  the  need  for  money  for  education  and  at 
the  same  time  trying  to  protect  the  ratepayer. 

6.  Tenure  of  position  when  county  is  established. 

7.  Experience  in  this  field  not  valuable  in  other  jobs. 


TABLE  ¥ 

DISADVANTAGES  OF  SECRETARY-TREASURER’S 
CAREER 


Disadvantage 

No. 

No  disadvantages 

5 

14.7 

Low  salary 

Lack  of  opportunity  for 

5 

14.7 

advancement 

Problems  in  relations  with 

5 

public 

5 

14-7 

Type  of  work 

4 

11.8 

Lack  of  freedom,  interference 

3 

8.8 

Lack  of  security  and  tenure 

2 

5.9 

Stress  and  pressure  of  work 

2 

5-9 

Other 

3 

8.8 

Total 

34 
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V.  SUMMARY 

The  secretary-treasurership  of  Alberta  school  divisions 
is  almost  exclusively  a  position  for  men.  It  is  occupied  hy 
relatively  mature  people  with  an  average  of  12.1  years  of 
experience  in  the  position. 

The  typical  secretary  is  most  likely  to  have  had  experience 
in  accounting,  mimic  ip  al  work,  or  teaching.  He  is  very  likely  to 
have  served  in  an  elected  public  office.  The  fields  of  experience 
which  are  most  closely  related  to  the  type  of  work  he  does  are  most 
likely  to  be  judged  as  most  useful  to  him. 

He  probably  took  up  this  type  of  work  to  better  his 
position  from  a  socio-economic  point  of  view  or  because  the  work 
appealed  to  him.  The  advantages  which  he  might  give  for  the  work 
probably  differ  little  from  the  advantages  of  many  other  fields  of 
endeavour,  except  that  he  might  list  the  opportunity  to  be  of  service 
in  education.  The  disadvantages  might  be  similarly  common  to  many 


groups . 


C  XX 


) 


fl 


i  J  *  ' 


r 


r. 


X  i 


!: 


<  ( 


u : ) 


V" 


r 


CHAPTER  IV 


PRE-SERVICE  AND  IN-SERVICE  EDUCATION  AND 
TRAINING 

For  the  purposes  of  this  chapter  education  shall  he  taken  as 
referring  to  general  education  at  a  high  school,  college,  or  University. 
Training  shall  refer  to  specifically  vocational  types  of  courses  taken 
outside  such  institutions. 

If  the  secretary  is  a  person  of  importance  in  Alberta  education 
the  type  of  educational  background  he  has  will  also  be  of  importance. 

His  opinions  and  ideas  about  education  and  his  position  in  the  educa¬ 
tional  scheme  may  be  influenced  by  his  own  training  and  educational 
experience.  This  chapter  will  deal  with  the  educational  and  training 
background  of  secretaries  and  with  attempts  at  in-service  training. 

I.  PRE-SERVICE  EDUCATION  AND  TRAINING 

This  first  section  will  summarize  the  background  of  education 
and  training  received  by  secretaries  before  they  started  in  their 
careers  as  secretaries. 

Pre-service  education.  Figure  3  (page  33)  and  Table  VI  (page  34) 
present  a  summary  of  the  educational  background  of  thirty-seven  secre¬ 
taries.  Only  one  (2.7  per  cent)  of  the  thirty-seven  gave  elementary 
school  as  the  highest  level  of  education  achieved.  Four  (10.8  per  cent) 
of  the  secretaries  attended  high  school  but  did  not  complete  it  and 
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FIGURE  3 

EDUCATIONAL  BACKGROUND  OF  SECRETARIES 


*  Total  -  37. 


thirty-two  ( 86 . 5  per  cent)  completed  high  school  or  a  higher  level 
of  education. 

All  of  the  thirty-two  respondents  who  completed  high  school 
took  some  form  of  higher  education.  Nine  (24.5  per  cent)  of  them 
completed  Normal  School;  thirteen  (55  per  cent)  attended  university 
one  for  one  year,  five  for  two  years,  five  for  three  years  and  two 
for  four  years.  Ten  (27  per  cent)  secretaries  attended  a  business 
college — eight  for  one  year  and  two  for  two  years. 

TABLE  VI 

EDUCATIONAL  STANDING  OP  THIRTY-TV/O 
SECRETARIES  COMPLETING  HIGH 
SCHOOL  OR  BETTER 


Educational  standing 

No. 

1* 

Normal  school 

9 

24-5 

One  yr.  university 

1) 

Two  yrs.  university 

5) 

Three  yrs.  university 

5) 

Pom?  yrs.  university 

2) 

55-0 

One  yr.  business  college 

8) 

Two  yrs.  business  college 

2) 

27.0 

Total 

52 

Table  VII  (page  55)  shows  the  number  of  secretaries  who 
attended  the  various  faculties  and  schools  at  university. 

Only  three  of  the  group  received  degrees  from  a  university. 
The  average  number  of  years  of  attendance  at  university  reported 
was  2.6  years.  Seven  of  the  thirteen  secretaries  who  attended 
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university  attended  the  Faculty  of  Arts  and  Science;  three  the  School 
of  Commerce;  two  the  Faculty  of  Education;  and  one  studied  theology. 

TABLE  VII 

FACULTIES  ATTENDED  AT  UNIVERSITY 
BY  SECRETARIES 


Faculty  or  School 

No. 

Arts  and  Science 

7 

Commerce 

3 

Educ ation 

2 

Theology 

1 

Total 

13 

Pre -service  training.  The  major  type  of  training  reported 
By  secretaries  in  responding  to  the  questionnaire  was  in  the  field 
of  accounting.  The  amount  of  such  training  is  shown  in  Table  VIII 
(page  36).  Eighteen  (44  per  cent)  of  the  forty-one  secretaries 
reported  some  form  of  formal  accounting  training.  Eleven  of  them 
received  one  year  of  training;  five  two  years;  one  three  years;  and 
one  received  four  years  of  accounting  training.  This  is  rather  less 
than  the  writer  might  have  expected.  This  training  was  gained 
through  a  variety  of  courses --many  of  them  of  the  correspondence 
type — which  are  listed  in  Table  IX  (page  36). 

Four  secretaries  of  the  eighteen  said  they  had  taken 
university  courses  in  accounting.  Four  listed  correspondence  courses 
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TABLE  VIII 

FORMAL  ACCOUNTING  TRAINING 
OF  SECRETARIES 


No.  of  Years 

No. 

One  year 

11 

Two  years 

5 

Three  years 

1 

Four  years 

1 

Total 

18 

TABLE  IX 

TYPES  OF  FORMAL  ACCOUNTING 

TRAINING 

RECEIVED  BY  SECRETARIES 


Type  of  Course 

No. 

University 

4 

Correspondence 

4 

Business  College 

3 

Institute  of  Bankers 

2 

Municipal  Accounting  (ATberta) 

2 

Rural  Municipal  Secretary-Treas . 
Course  (Sask.) 

1 

Federal  Accounting  (Australia) 

1 

Registered  Industrial  Accounting 

1 

18 


Total 
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three  listed  business  college  courses;  two  listed  the  Institute  of 
Bankers  course;  two  listed,  the  Alberta  Municipal  Accounting  course; 
and  three  listed  other  correspondence  type  courses.  In  addition  one 
secretary  reported  training  as  a  nurse  and  one  had  had  ten  years  of 
training  in  music. 

Training  in  education  should  be  valuable  to  one  occupying  an 
administrative  position  in  education.  Eleven  secretaries  indicated 
they  were  teachers  prior  to  their  appointment.  Eight  had  been  class' 
room  teachers  and  three  had  been  vice -principals .  The  number  of 
secretaries  with  teaching  experience  is  not  as  large  as  one  might 
expect. 


II.  IN-SERVICE  EDUCATION  AND  TRAINING 

The  in-service  education  of  secretaries  is  not  as  highly 
organized  and  has  not  received  as  much  emphasis  as  has  in-service 
education  in  other  areas  of  the  educational  field.  However,  there 
are  two  such  plans  in  existence  in  Alberta  and  these  will  be  dealt 
with  here. 

Short  course  in  school  administration.  At  the  1942  Alberta 
School  Trustees' Convention  a  special  section  was  formed  for  divi¬ 
sional  secretaries.  This  section  continued  as  part  of  the  convention 
ion  til  1944*  It  was  primarily  devoted  to  problems  of  secretaries  and 
to  explanation  of  procedures  expected  by  the  Department.  The 
Alberta  Divisional  Secretaries’  Association  was  a  prime  mover 
behind  the  first  attempt  at  in-service  training  for  divisional 
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secretaries.  This  attempt  was  in  the  form  of  a  capsule  course  in 
school  administration.^ 

The  first  Refresher  Course  in  School  Administration  was  held  in 
June,  1945 »  under  the  direction  of  the  Department  of  Extension  of  the 
University  of  Alberta,  with  joint  sponsorship  of  the  Alberta  School 
Trustees'  Association  and  the  Alberta  Divisional  Secretaries'  Association. 
The  Alberta  School  Trustees'  Association  was  very  instrumental  in  organ¬ 
izing  the  course  using  the  municipal  secretaries'  course  as  a  pattern. 

Both  trustees  and  secretaries  were  in  attendance  at  this  course  as  well 
as  at  subsequent  courses.  The  program,  therefore,  was  not  designed  for 
secretaries  alone.  Following  are  some  of  the  topics  under  discussion 
during  the  three  day  meeting: 

1.  Relationships  between  school  boards  and  divisional 
superintendents . 

2.  School  division  accounting. 

3.  Relationships  between  school  divisions  and  municipalities. 

4.  Transportation  schedules  and  allowances. 

5.  Fire,  playground  and  van  insurance. 

6.  School  library  services. 

2 

7.  Common  legal  problems  of  school  districts. 

^F.W.  Wiggins,  from  an  Interview,  September  19,  1959* 

2 

Report  of  the  Proceedings  of  the  First  Annual  Refresher 
Course  in  School  Administration,  Department  of  Extension,  University 
of  Alberta,  pp.  1-109,  1945* 
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The  course  consisted  of  speeches  by  authorities  on  the  above 
topics  followed  by  general  discussion  and  questioning.  Some  other 
matters  of  procedure  and  relations  with  the  department  were  discussed 
at  the  annual  meeting  of  the  Alberta  Divisional  Secretaries* 
Association  which  was  held  on  the  last  day  of  the  course.  The  report 
of  the  refresher  course  seems  to  indicate  that  secretaries  and 
trustees  found  the  program  useful  and  informative. 

Succeeding  reports  indicate  similar  programs.  The  Department 
of  Education  became  a  co-sponsor  of  the  course  in  1950*  The  meetings 
continued  to  be  open  to  both  trustees  and  secretaries.  In  1956  the 
program  began  to  be  divided  into  separate  sections  for  the  two  groups. 
In  1953  the  name  of  the  course  was  changed  to  Short  Course  in  School 
Administration. 

The  purpose  of  the  course  has  been  given  as  follows: 

This  course  is  designed  to  meet  the  needs  of  school 
secretaries  and  trustees  in  carrying  through  their 
administrative  duties. 4 

This  course  is  designed  for  the  particular  interest 
of  divisional  secretary- treasurers,  school  trustees,  and 
all  officials  concerned  with  school  administration.  It 
will  cover  an  intensive  study,  including  lectures,  work¬ 
shops,  a  panel  and  ample  discussion  time,  of  current 
problems  pertaining  to  school  administration. 5 


"’ibid. 

^Program  for  Fifteenth  Annual  Short  Course  in  School 
Administration,  Department  of  Extension,  University  of  Alberta, 
June,  1959* 

5 

Program  for  Eleventh  Annual  Short  Course  in  School 
Administration,  Department  of  Extension,  University  of  Alberta, 
June,  1955* 
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The  1959  and  I960  courses  centred  around  the  themes  "Public 
Relations"  and  "Policy  Formulation  by  School.  Boards",  respectively. 

The  I960  course  included  the  following  topics: 

1.  The  Nature  and  Place  of  Policy  in  School  Administration. 

2.  Survey  of  Alberta  School  Board  Policy. 

Problems  of  Trustees  in  Formulating  Clear  Policies. 

4.  Problems  of  the  Secretary  in  Advising  the  Board  as  to 
Enactments  and  Implementing  of  Policies  of  the  Board. 

5.  Policy  on  the  Insurance  Problem. 

6.  Policy  on  the  Transportation  Problem. 

6 

7.  Policy  on  the  Property  Management  Problem. 

School  business  admini s tr at i on  course »  The  establishment  of 

an  extension  course  in  School  Business  Administration  is  closely  linked 

with  the  attempts  of  the  Alberta  School  Secretaries’  Association  at 

establishing  certification  requirements  and  minimum  qualifications 

for  secretaries.  A  course  in  school  business  administration  is  at 

present  being  offered  by  the  Public  Administration  Training  Division 

of  the  Department  of  Extension  of  the  University  of  Alberta.  The 

proposal  is  that  this  course  should  constitute  part  of  the  requirements 

7 

for  a  certificate  in  School  Business  Administration. 

Point  four  under  article  four  of  the  constitution  of  the 
Alberta,  School  Secretaries’  Association  gives  as  one  of  the  aims  of 


g 

Program  of  Fifteenth  Annual  Short  Course,  Loc ♦  cit . 

7 

Pamphlet,  Courses  in  Local  Government ,  Department  of 
Extension,  University  of  Alberta,  p.  5?  I960. 


J 


the  association: 


To  establish  and  adopt  an  educational  standard  and 
efficiency  standard  as  an  essential  to  appointment  as 
secretary-treasurer  of  a  school  division  ... 

No  action  was  taken  in  this  regard  until  June  of  1957  when  the 

president  of  the  association  brought  the  matter  before  the  annual 
9 

meeting.'  This  resulted  in  the  following  resolution: 

WHEREAS  the  standard  of  instruction  in  any  school  unit 
may  be  seriously  hampered  by  ineffective  office  and 
accounting  procedures;  and 

WHEREAS  the  volume  of  administrative  and  financial 
business  transacted  by  school  divisions  and  large  school 
districts  warrants  the  engagement  of  trained  and  efficient 
personnel;  and 

WHEREAS  the  school  secret ary- treasurers  of  the  Province  of 
Alberta  in  the  interests  of  education  are  desirous  that 
those  engaging  in  office  administrative  work  in  school 
divisions  and  large  school  districts  have  sufficient 
training  and  experience  to  enable  them  to  carry  out  their 
duties  in  an  efficient  manner; 

THEREFORE  BE  IT  RESOLVED  that  the  Department  of  Education 
be  requested  to  take  the  necessary  action  to  set  up  a 
committee  consisting  of  representatives  of  the  Department 
of  Education,  the  Alberta  School  Trustees*  Association, 
and  the  Alberta  School  Secretaries*  Association,  the 
terms  of  reference  of  the  said  committee  to  be:  investi¬ 
gation,  report  and  recommendation  in  that  order  that  the 
Government  of  the  Province  of  Alberta  may  give  consideration 
to  enacting  the  necessary  legislation  to  provide  for  certi¬ 
fication  of  Alberta  School  Secretary -Treasurers  and 
regulations  governing  the  said  certification. 10 


8 

Alberta  School  Secretaries' Association,  Constitution, 
Article  5* 

"^Alberta  School  Secretaries'  Association,  Report  of  the 
President,  Minutes  of  Annual  Meeting,  June,  1957* 

^  Anonymous  article,  Qualifications  for  Secretary- treasurers 
The  Alberta  School  Trustee,  1;28:20,  January,  1958* 
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Despite  that  fact  that  this  resolution  was  defeated  by  the 
Annual  meeting  of  the  Alberta  School  Trustees*  Association — indicating 
antipathy  on  the  part  of  the  trustees  to  the  idea — efforts  to  establish 
such  a  course  continued. 11  The  Department  of  Extension  of  the 
University  of  Alberta  became  interested  in  the  course  and  after 
exploratory  meetings  an  advisory  committee  was  set  up.  A  course  was 
instituted  in  the  fall  of  I960.12 

The  present  tentative  plans  call  for  a  three  year  course  to 
cover  the  following  areas:  school  finance,  school  business  management, 
commercial  law,  school  office  administration,  the  school  board — 

function,  guidance  and  direction — and  accounting.  It  is  proposed  that 

13 

this  three  year  program  would  constitute  a  certificate  course. 

III.  SECRETARIES*  EVALUATION  OF  EDUCATION  AND  TRAINING 

Secretaries  were  asked  to  judge  the  usefulness  of  their 
education  and  training  as  an  aid  to  the  performance  of  their  duties. 
Apparently  secretaries  felt  that  most  types  of  education  and  training 
were  quite  useful  in  their  work  because  only  nursing  training  and 

training  in  music  were  listed  in  the  least  useful  category.  Table  X 
(page  43)  gives  a  summary  of  the  judgment  of  twenty-six  secretaries 

as  to  the  usefulness  of  various  kinds  of  education  and  training. 

11 Ibid. 

IP  w 

Appendix  11  (Documents  relating  to  establishment  of  course). 

^Pamphlet,  Courses  in  Local  Government ,  Department  of 
Extension,  University  of  Alberta,  I960,  p.  6. 
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TABLE  X 

EDUCATION  AND  TRAINING  SELECTED  AS  BEING 
MOST  USEFUL  TO  SECRETARY -TREASURERS 
IN  THEIR  WORK 


Type  of  Educ.  or  Trg.  No. 


Training  in  accounting  7 
General  education  6 
Business  courses  6 
Teacher  training  4 
Short  Course  in  School  Admin.  5 


Total  26 


Seven  secretaries  of  the  twenty-six  responding  to  the  item 
selected  their  training  in  accounting  as  having  been  most  useful  to 
them;  six  listed  their  general  education;  six  listed  business  courses; 
and  four  listed  their  training  as  teachers.  Three  indicated  the  Short 
Course  in  School  Administration  was  most  useful  to  them.  Here  also 
the  results  are  as  one  might  have  expected  except  that  it  is  surprising 
and  possibly  significant  that  the  Short  Course  did  not  receive  more 
mention. 

The  responses  to  the  question,  "Do  you  consider  that  university 
courses  would  improve  the  performance  of  your  duties  as  a  secretary?" 
were  as  follows:  Fourteen  indicated  that  they  thought  it  would  be  very 
useful;  seventeen  checked  useful;  seven  chose  moderately  useful;  and 
none  thought  it  would  be  useless.  Two  were  undecided.  Two  comments 


were  made  in  connection  with  this  item: 
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1.  A  course  with  emphasis  on  accounting  is  of  little  value. 

2.  Would  like  to  see  present  extension  course  include 
education  courses. 

The  secretaries  are  apparently  overwhelmingly  in  favor  of  extending 
the  preparation  for  their  career  into  the  university  level.  There  is 
little  indication  of  the  form  this  university  education,  would  take. 

Secretaries 1  evaluation  of  the  short  course.  The  questionnaire 
attempted  to  ascertain  the  reaction  of  secretaries  to  the  short  course. 
As  illustrated  in  Table  XI  the  largest  numbers  of  secretaries  attended 
the  Short  Course  for  only  a  few  years  or  for  a  relatively  large  number 
of  years.  This  is  somewhat  similar  to  the  distribution  of  years  of 
experience . 

TABLE  XI 

NUMBER  OP  SHORT  COURSES  ATTENDED  BY  SECRETARIES 
IN  1945  to  1959  INCLUSIVE 


No.  of  Courses 
attended 

No. 

No.  of  Courses 
attended 

No. 

0 

2 

8 

0 

1 

5 

9 

1 

2 

4 

10 

5 

5 

5 

11 

1 

4 

1 

12 

2 

5 

3 

13 

4 

6 

2 

14 

5 

7 

3 

Total 

39 
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The  average  number  of  years  of  attendance  at  the  course  was  7. 3. 

Seventeen  secretaries  judged  the  course  to  have  been  very  useful 
to  them  in  their  work;  fourteen  judged  it  to  have  been  moderately  useful; 
and  six  indicated  it  had  been  useful.  None  thought  the  course  was  use¬ 
less.  In  giving  reasons  for  their  judgment  secretaries  made  the 
following  comments: 

1.  Helped  me  because  I  had  little  experience. 

2.  Found  out  about  how  others  do  things. 

3.  A  summer  university  course  in  administration  would 
be  more  useful. 

4.  Inspirational. 

5.  A  great  deal  of  time  is  spent  on  material  with 
which  I  am  already  familiar. 

A  number  of  secretaries  commented  on  the  inspirational  aspect 
of  the  courses  as  well  as  on  the  fellowship  involved  in  meeting  other 
secretaries. 

IV.  SUMMARY 

The  majority  of  secretaries  have  completed  a  high  school 
education  and  a  substantial  number  reported  having  attended,  univer¬ 
sities  and  colleges.  Almost  half  the  secretaries  reporting  had  some 
form  of  formal  accounting  training. 

The  Short  Course  in  School  Administration  is  the  major  type 
of  in-service  training  provided  for  secretaries.  The  course  appears 
to  have  been  set  up  around  actual  practical  problems  secretaries 
might  encounter.  It  has  been  in  operation  for  sixteen  years  (as  of  i960). 
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This  course  also  included  school  trustees  among  its  membership.  In 
the  fall  of  I960  a  course  in  School  Business  Administration  was  started 
by  the  Department  of  Extension  of  the  University  of  Alberta.  It  is 
expected  that  the  course  will  be  expended  into  a  three  year  program 
leading  to  certification  of  secret ary- treasurers. 

There  was  no  definite  indication  as  to  the  most  useful  types  of 
education  and  training  of  secretaries  which  enabled  them  to  perform 
their  duties  effectively.  However,  secretaries  did  indicate  that  the 
fields  of  accounting,  business  and  teacher  training  provided  useful 
backgrounds.  The  Short  Course  was  generally  considered  to  be  quite 
useful,  but  there  is  a.  suspicion  that  the  fellowship  aspect  of  the 
course  receives  undue  emphasis  from  secretaries. 
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CHAPTER  V 


APPOINTMENT,  SALARY,  AND  QUALIFICATIONS  EXPECTED 
ON  APPOINTMENT 

The  manner  in  which  secretary- treasurers  were  appointed  to 
their  positions,  how  they  learned  of  the  vacancies  on  the  divisional 
staffs  and  the  qualifications  required  of  them  is  of  interest  to  this 
study.  This  chapter  will  give  consideration  to  these  things  an  well 
as  to  the  salary  received  by  secretaries.  Part  III  of  the  question¬ 
naire  was  designed  to  gather  information  relative  to  these  items. 

I.  APPOINTMENT 

Table  XII  (page  48)  lists  the  methods  by  which  secretaries 
learned  of  vacancies  in  the  positions  they  occupy. 

Eleven  of  the  thirty-five  secretaries  responding  to  this  item 
learned  of  the  vacancy  in  the  position  through  newspaper  advertise¬ 
ments;  seven  were  told  of  the  vacancy  by  a  board  member;  seven  learned 
of  it  from  the  retiring  secretary;  and  four  learned  of  it  through  the 
superintendent.  Among  other  sources  listed  were:  "learned  of  it  as  a 
member  of  the  board",  from  a  business  college,  from  the  Department  of 
Education  and  from  the  assistant  secretary.  It  appears  that  vacancies 
in  the  position  may  not  be  widely  advertised. 

Thirty  secretaries  reported  that  they  were  "invited"  to  apply 
for  the  position.  Table  XIII  (page  48)  lists  the  persons  by  whom 
secretaries  were  given  these  invitations. 
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TABLE  XII 

HOW  SECRETARIES  LEARNED  OF  VACANCY 
IN  POSITIONS  THEY  HOLD 


Method 

No. 

Newspaper  advertisement 

11 

From  a  board  member 

7 

From  former  secretary 

7 

From  superintendent 

4 

Other 

6 

Total 

35 

TABLE  XIII 

PERSONS  WHO  INVITED  SECRETARIES 
FOR  POSITION 

TO  APPLY 

Invitation  extended  by 

No. 

Superintendent 

11 

Board  member 

7 

Retiring  secretary 

6 

Board 

6 

Total 

30 

Eleven  were  invited  to  apply  by  the  superintendent;  seven  by  a 
board  member;  six  by  the  board  as  a  whole;  and  six  by  the  retiring  sec¬ 
retary.  It  is  possible  that  the  invitations  were  issued  after  an 
initial  inquiry  by  the  secretary. 
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The  factors  which  secretaries  thought  were  instrumental  in 
their  being  appointed  to  the  position  are  summarized  in  Table  XIV 
(page  50).  The  left  hand  column  gives  the  types  of  factors  listed  by 
the  secretaries  and  the  right  hand  gives  the  number  who  gave  each  type 
as  a  response. 

Twenty-eight  secretaries  thought  their  business  experience  was 
a  factor;  twenty-five  listed  the  regard  in  which  they  were  held  in  the 
community;  nineteen  checked  formal  education;  eighteen  listed  business 
education;  fourteen  listed  their  educational  administrative  experience; 
nine  their  teaching  experience;  and  eleven  listed  miscellaneous  reasons. 
Some  of  these  latter  factors  were:  appealing  letter  of  application, 
personality,  bilingualism,  municipal  experience,  familiarity  with 
territory  and  experience  as  treasurer  of  various  community  organizations . 

Nineteen  secretaries  indicated  that  their  duties  were  not  out¬ 
lined  to  them  at  the  time  of  their  appointment.  Fifteen  said  they  were 
outlined  by  the  board,  the  previous  secretary  or  the  superintendent. 

Twenty -five  of  the  secretaries  were  residents  of  the  area 
covered  by  their  school  division  at  the  time  of  their  appointment. 

Qualif ic ations  outlined  on  appointment.  Of  thirty -nine 
secretaries,  eighteen  reported  that  the  board  specified  special  qualifi¬ 
cations  at  the  time  they  were  being  considered  for  their  positions.  Of 
these  eighteen,  eight  reported  bookkeeping  and  accounting  experience  and 
ability  were  requested;  six  were  told  an  ability  to  meet  people  was 
necessary;  five  were  asked  for  administrative  ability;  and  four  of  the 
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TABLE  XIV 

FACTORS  IN  APPOINTMENT  OF  SECRETARIES 


Factor 

* 

No. 

Business  experience 

28 

Regard  in  the  community 

25 

Formal  education 

19 

Business  education 

Educational  administrative 

18 

experience 

14 

Teaching  experience 

9 

Miscellaneous 

11 

•X* 

Many  secretaries  listed  more  than  one  fan  tor. 


hoards  specified  typing  ability.  A  grade  twelve  education  was  specified 
by  four  boards.  Among  other  qualifications  specified  were  the  following: 
honesty  and  trustworthiness,  teaching  experience,  experience  in  stock 
records,  knowledge  of  shorthand,  experience  in  rural  affairs,  business 
training,  experience  in  school  administration,  clean  habits,  and  some 
knowledge  of  building. 

II.  REMUNERATION  AND  EXPENSE  ALLOWANCE 

Thirty-nine  secretaries  reported  an  average  salary  of  S 537 2  per 
year  during  1959*  The  lowest  salary  reported  was  $5300  and  the  highest 
was  $7000.  Table  XV  (page  5l)  shows  a  further  distribution  of  the 
salaries  reported. 

One  secretary  reported  receiving  between  $5000  and  $3400;  four 
received  between  $4000  and  $4400;  five  received  between  $4500  and  $4900; 
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TABLE  XV 

DISTRIBUTION  OF  SALARIES  OF  SECRETARIES 

(1959) 


Annual  salary  in  dollars 

NO. 

5000-5400 

1 

5500-5900 

0 

4000-4400 

4 

45OO-49OO 

5 

5OOO-54OO 

8 

5500-5900 

9 

6OOO-64OO 

9 

65OO-69OO 

2 

7OOO-74OO 

1 

Total 

59 

eight  received  between  $5000  and  $5400;  nine  received  between  $5500 
and  $5900;  nine  reported  receiving  between  $6000  and  $6400;  two  reported 
between  $6500  and  $6900;  and  one  reported  between  $7000  and  $7400 
inclusive. 

Seventeen  secretaries  reported  that  they  received  an  increase 
in  salary  on  appointment  to  the  position;  seven  suffered  a  decrease; 
and  fifteen  reported  no  change  in  their  salary. 

The  salary  of  twenty-five  of  the  secretaries  was  reported  to  be 
set  by  negotiation  with  the  board  and  that  of  sixteen  of  the  secretaries 
is  set  by  the  board  without  referral  to  the  secretary. 

Only  two  secretaries  reported  a  regular  expense  allowance.  One 
was  seventy-five  dollars  annually  for  attendance  at  the  short  course  and 
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the  other  was  $200  annually  for  use  of  the  secretary's  car.  Thirty- 
seven  of  the  secretaries  reported  that  they  presented  bills  to  the 
board  for  expenses  incurred  by  them  on  board  business.  The  average 
amoimt  received  annually  was  $214.  The  expense  items  reported  con¬ 
sisted  of  such  things  as:  car  mileage,  room  and  meals  on  board 
business,  convention  expenses,  and  out-of-pocket  payments  on  board 
business.  Eight  secretaries  reported  that  they  were  reimbursed  for 
expenses  incurred  while  they  were  attending  the  Short  Course  in 
School  Administration. 


Ill .  SUMMARY 

Most  secretaries  appeared  to  learn  of  vacancies  in  the 
secretary- treasurer ' s  position  through  means  which  are  probably 
similar  to  the  way  other  persons  in  other  occupations  learn  of 
vacancies  in  positions,  that  is,  through  advertisements  or  from 
some  person  connected  with  the  school  division.  Most  school  boards 
did  not  specify  special  qualifications  as  a  pre-requisite.  It  appears 
that  selection  of  the  successful  candidate  wac  made  on  the  basis  of  a, 
number  of  factors,  some  of  them  quite  general  in  nature. 

The  average  annuad  salary  during  the  year  1959  wan  $5572.  It 
was  usually  set  by  the  board  after  negotiation  with  the  secretary. 
Expense  allowances  were  rarely  set  at  a  specific  sum  but  were  allowed 
for  items  incurred  by  the  secretary  in  course  of  conducting  board 
business.  The  exception  wac  expenses  allowed  for  attendance  at  the 


Short  Course  in  School  Administration. 


CHAPTER  VI 


LEGAL  STATUS  AND  DUTIES  OF 
SECRETARY -TREASURERS 

This  chapter  will  deal  with  the  status  assigned  to  the 
secretary  by  the  statutes  of  the  Province  of  Alberta  and  with  the 
duties  performed  by  secretaries.  The  duties  performed  and  the  amount 
of  the  secretaries'  time  that  they  take  may  give  some  insight  into 
the  importance  of  the  secretaries*  position.  Secretaries  were  asked 
to  rate  their  duties  as  to  importance,  time  they  take  and  the  amount 
of  personal  control  they  have  over  them. 

I.  LEGAL  STATUS 

The  position  of  the  secretary- treasurer  is  established  by  the 
The  School  Act,  a  part  of  the  Statutes  of  the  Province  of  Alberta. 
Section  173  (2)  (a)  specifically  assigns  to  the  board  the  duty  to 
appoint  a  secretary-treasurer.  Section  173  (2a)  gives  the  board 
authority  to  delegate  to  the  secretary-treasurer  the  power  to  appoint 
"officers  and  servants  of  certain  classes".  By  section  173  (5)  all 
appointments  of  secretary-treasurers  are  subject  to  the  approval  of 
the  Minister  of  Education.'*' 

‘''The  School  Act,  Chapter  297  of  The  Revised  Statutes  of 
Alberta  1955>  Queen's  Printer,  Edmonton,  p.  55* 
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Duties  assigned  by  the  School  Act.  Duties  of  the  secretary- 
treasurer  are  outlined  in  sections  192  and  193  of  the  School  Act; 
subsection  (l)  of  section  192  listing  those  duties  which  apply  to 
non-di visional  districts  as  well  as  to  school  divisions  and  subsection 
(2)  listing  the  additional  duties  required  of  divisional  secretaries. 

192.  (l)  The  secretary  of  the  board  of  every  non-di visional 

district  and  of  every  division  shall, 

(a)  in  the  minute  book  provided  for  that  purpose,  keep  a 
full  and  correct  record  of  the  proceedings  of  every 
meeting  of  the  board,  and  present  the  minutes,  when 
confirmed,  for  signature  by  the  chairman, 

(b)  conduct  the  correspondence  of  the  board  as  he  may  be 
directed  by  the  board, 

(c)  take  charge  of  and  keep  on  record  all  the  books, 
papers,  accounts,  plans  and  maps  committed  to  his 
charge  by  the  board  during  his  term  of  office,  and 
deliver  the  same  to  the  chairman  on  ceasing  to  hold 
office, 

(d)  prepare  faithfully  and  transmit  to  the  Department 
such  reports  and  statements  and  such  other  information 
in  regard  to  the  district  or  division  as  he  may  from 
time  to  time  be  required  by  the  Minister  in  such  form 
as  may  be  prescribed  by  the  Minister, 

(e)  call  a  meeting  of  the  board  when  required  to  do  so 
by  any  provision  of  this  Act, 

(f)  produce  the  minute  book  and  all  papers  and  other 
records  of  the  board  for  inspection  when  required  to 
do  so  by  an  inspector  or  superintendent  or  other 
competent  authority, 

(g)  prepare  the  statement  of  the  trustees  to  be  submitted 
at  the  annual  meeting  of  the  electors  and  ratepayers, 

(h)  give  the  notice  required  by  this  Act  of  each  annual 
meeting  of  the  electors  and  ratepayers, 

(i)  call  special  meeting  of  the  electors  and  ratepayers  as 
provided  by  this  Act,  and 
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(j)  do  any  other  acts  and  things  that  the  secretary  of 

the  board  is  required  to  do  by  this  or  any  other  Act. 

(2)  In  addition  to  the  duties  enumerated  in  subsection  (l), 

the  secretary  of  a  division  shall 

(a)  comply  with  any  lawful  directions  that  may  be  given  by 
the  board  either  directly  or  through  the  superintendent 
as  to  the  execution  of  his  duties, 

(b)  advise  trustees  appointed  to  attend  the  meeting  of  the 
council  of  any  municipality  of  the  date,  place  and  time 
of  each  such  meeting  and.  of  the  matters  to  be  dealt 
with  at  the  meeting, 

(c)  advise  the  secret ary- treasurer  of  each  municipality  of 
the  name  of  the  trustee  appointed  to  represent  the 
divisional  board  at  meetings  of  the  council  of  that 
municipality, 

(d)  advise  the  secretary- treasurer  of  each  municipality  to 
which  the  board  submits  requisitions,  and  the  member  of 
the  council  of  that  municipality  appointed  to  represent 
it  at  board  meetings,  of  each  meeting  of  the  board  and 
of  the  matters  to  be  dealt  with  at  that  meeting,  and 

(e)  forward  to  the  secretary-treasurer  of  the  council  of 
each  municipality  to  which  the  board  submits  requisitions 
a  copy  of  the  minutes  of  meetings  of  the  board  in  so  far 

as  the  minutes  refer  to  matters  of  interest  to  the  council. 

195.  (l)  The  treasurer  of  the  board  of  every  non-di visional 

district  and  of  every  division  shall 

(a)  receive  all  moneys  payable  to  the  district  or  division 
and  disburse  such  moneys  in  the  manner  directed  by  the 
board, 

(b)  pay  all  accounts  payable  by  the  district  or  division 
after  they  have  been  approved  in  the  manner  mentioned 
in  section  191, 

(c)  deposit  daily,  or  as  often  as  the  board  directs,  in  a 
treasury  branch,  chartered  bank  or  other  similar 
institution  designated  by  the  board  all  moneys  received 
by  him, 

(d)  make  all  payments  on  behalf  of  the  district  or  division 
by  cheque  signed  by  himself  and  countersigned  by  the 
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chairman,  or  such  other  member  or  officer  of  the 
board  as  the  board  may  designate,  and  drawn  on  the 
treasury  branch,  chartered  bank  or  other  similar 
institution  in  which  moneys  of  the  district  or 
division  are  deposited, 

(e)  keep  in  the  books  or  record  provided  for  the  purpose 
a  complete  and  detailed  record  of  all  moneys  received 
and  disbursed  for  school  purposes,  including  govern¬ 
ment  grants  whether  paid  directly  to  the  board  or  not, 

(f)  give  and  take  receipts  for  all  moneys  received  and  paid 
out,  and  keep  on  file  all  vouchers  of  expenditure, 

(g)  close  and  balance  the  books  of  the  district  or  division 
on  the  thirty-first  day  of  December  in  each  year, 

(h)  produce  when  called  for  by  a  trustee,  auditor,  school 
inspector  or  other  competent  authority  all  books, 
vouchers,  tax  rolls,  papers,  and  money  committed  to 
his  charge  by  the  board  during  his  term  of  office  and 
surrender  same  to  the  board  or  to  any  person  named  by 
the  board  upon  his  ceasing  to  hold  office, 

(i)  prepare  the  statements  of  the  finances  of  the  district 
or  division  required  to  be  submitted  to  the  annual 
meeting  of  the  electors  and  ratepayers, 

(o)  prepare  faithfully  and  transmit  to  the  Department  such 
reports  and  statements  with  reference  to  the  finances 
of  the  district  or  division  as  may  from  time  to  time 
be  required  by  the  Minister  and  in  such  form  as  may  be 
prescribed  by  the  Minister,  and 

(k)  do  any  other  acts  and  things  that  the  treasurer  of  the 
board  is  required  to  do  by  this  or  any  other  Act. 2 

Section  194  of  the  Act  provides  that  every  secretary- 
treasurer  shall  be  bonded  by  a  guarantee  company  appointed  by  the 
Minister  of  Education. 


^ Ibid.  pp.  65-67. 
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II.  ANALYSIS  OF  DUTIES  AS  REPORTED  BY  SECRETARIES 

The  duties  secretaries  reported  gave  an  indication  of  the 
type  of  work  they  did  and  the  area  of  responsibility  they  assumed. 

It  must  be  assumed  that  in  responding  to  the  questionnaire  secretaries 
omitted  reporting  some  of  their  more  minor  responsibilities. 

Duties  outlined  on  appointment.  Secretaries  reported  numerous 
duties  as  having  been  outlined  to  them  on  their  appointment.  Most 
frequently  mentioned  were:  accounting,  general  supervision  of 
business  of  division,  general  correspondence,  public  relations  and 
dealing  with  local  boards.  Other  duties  mentioned  were:  keeping  the 
board  informed,  assisting  board  committees,  hiring  van  drivers  and 
caretakers,  preparation  of  by-laws  and  contracts,  drawing  up  teacher 
contracts,  preparation  of  pay-roll,  preparation  of  monthly  financial 
statements,  keeping  minutes,  calling  board  meetings,  preparation  of 
budget,  purchasing  of  supplies,  supervision  of  buildings,  operating 
libraries,  operating  book  rental  schemes,  and  policy  making.  The 
extent  of  the  la,tter  was  not  determined. 

Sixteen  secretaries  reported  that  they  felt  that  the  original 
outline  of  duties  was  realistic  and  four  felt  that  it  was  not.  The 
four  indicated  that  the  outline  given  by  the  board  was  not  detailed 
enough  and  did  not  stress  the  managerial  aspects  enough.  One  secretary 
reported  that  this  lack  of  proper  outline  of  duties  led  to  difficulties 
in  relations  with  the  superintendent. 
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Time  spent  on  various  activities.  Twenty -nine  of  the 
secretaries  responding  to  the  questionnaire  reported  that  they 
worked  an  average  of  45*2  hours  per  week  of  regular  work  hours  and 
an  average  of  5*1  hours  per  week  of  overtime.  The  longest  work  week 
reported  was  sixty -five  hours  and  the  shortest  was  thirty  hours. 

The  hours  of  overtime  ranged  from  one  to  ten  hours  per  week.  This 
wide  variation  in  work  load  may  be  due  to  differences  in  the  actual 
amount  of  work  to  be  done  or  could  be  due  to  inefficiency  on  some 
staffs . 

Figure  IV  (page  59)  gives  the  number  of  hours  secretaries 
reported  spending  on  their  various  activities.  They  reported 
spending  an  average  of  16. 4  hours  per  week  on  routine  office  duties, 
with  a  maximum  of  thirty  hours  and  a  minimum  of  four  hours  reported 
for  this  item.  Administrative  duties  in  the  office  took  an  average 
of  15.5  hours  per  week,  with  a  minimum  of  two  hours  and  a  maximum  of 
thirty-two.  (These  wide  variations  may  be  accounted  for  by  the  fact 
that  secretaries  classified  their  duties  themselves  in  responding  to 
the  questionnaire.)  Meeting  the  public  was  given  as  taking  an  average 
of  5.7  hours  per  week,  ranging  from  zero  to  eight  hours.  The  average 
reported  for  administrative  duties  outside  the  office  was  3*2  hours, 
the  range  being  from  zero  to  twelve  hours.  Meeting  salesmen  was 
reported  as  taking  an  average  of  3*1  hours  per  week  with  a  range  of 
zero  to  twelve.  Board  meetings  took  an  average  of  2.1  hours  per  week 
with  the  least  time  reported  being  one  hour  and  the  greatest  ten  hours 
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FIGURE  4 

AVERAGE  NUMBER  OF  HOURS  SPENT  ON  VARIOUS 
ACTIVITIES  BY  SECRETARY -TREASURERS 


*1.  Routine  office  duties 
2.  Administration  in  office 

5.  Meeting  the  public 

4.  Administration  out  of  office 

5.  Meeting  salesmen 

6.  Board  meetings 

7.  Committee  meetings 
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per  week.  An  average  of  two  hours  per  week  was  reported  for  committee 
meetings  with  a  minimum  of  zero  and  a  high  of  four. 

Secretaries  reported  that  they  attended  an  average  of  one  Home 
and  School  meeting,  two  service  club  meetings  and  less  than  one  rate¬ 
payer's  meeting  per  month  in  their  capacity  as  secret  ary- treasurers . 

It  is  possible  that  these  individuals  would  attend  these  meetings 
whether  they  were  divisional  secretaries  or  not. 

Duties  for  which  secretaries  were  responsible.  In  attempting 
to  arrive  at  duties  for  which  secretaries  were  entirely  or  partially 
responsible  item  eight  of  part  V  of  the  questionnaire  listed  thirty-six 
duties.  Secretaries  were  asked  to  indicate  the  way  in  which  respon¬ 
sibility  for  each  item  was  distributed  among  the  various  divisional 
personnel  in  their  areas.  Table  XVI  (pages  62-63)  summarizes  the 
responses  of  secretaries  to  these  items.  Column  one  lists  the  number 
of  responses  which  indicated  the  secretary  has  a  responsibility  for  the 
item  at  the  left.  Column  two  lists  the  number  who  indicated  that  the 
responsibility  for  the  item  is  given  to  an  assistant.  The  numbers  in 
column  three  indicate  the  number  of  responses  which  listed  the  board 
or  a  board  member  as  having  a  responsibility  for  this  item.  Columns 
four,  five  and  six  indicate  the  number  of  responses  which  listed  the 
superintendent,  a  teacher,  and  other  persons,  respectively,  as  having 
a  responsibility  for  the  item  at  the  left.  Where  the  number  in  the 
secretary  column  is  large  and  the  numbers  in  the  other  columns  are 
relatively  small  the  indication  is  that,  on  the  average,  the  secretary 
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assumes  the  major  responsibility  for  the  item  at  the  left.  Where  the 
number  in  the  secretary  column  is  small  it  indicates  that  the  secretary, 
on  the  average,  has  little  responsibility  for  the  item.  Numbers 
nearly  the  sane  size  in  more  than  one  column  indicate  that  the  respon¬ 
sibility  is  shared  with  some  other  person  or  persons.  The  relative 
size  of  the  numbers  indicates  the  degree  to  which  the  duty  is  shared. 

The  items  for  which  secretaries  appeared  to  have  the  greatest 
amount  of  responsibility  are:  interviewing  salesmen,  purchasing 
equipment  approved  in  the  budget,  purchasing  classroom  supplies, 
explaining  board  policies  to  the  public,  preparing  returns  for  the 
Department,  preparing  by-laws,  planning  the  current  budget,  acting  as 
returning  officer,  issuing  press  releases,  keeping  accounts  and  records, 
preparing  a  monthly  financial  statement  for  the  board,  calling  for 
tenders  on  buildings,  selling  debentures,  operating  the  book  rental 
scheme,  operating  the  classroom  supply  distribution  scheme,  filling 
supply  orders  from  schools,  paying  accounts,  and  purchasing  books  for 
rental.  A  number  of  the  latter  items  were  shared  with  an  assistant 
but  it  is  likely  that  the  secretary  assumed  the  responsibility  for 
them,  although  the  assistant  may  actually  have  performed  the  duties. 

The  duties  which  secretaries  shared  with  others  to  a  greater 
extent  are:  deciding  on  approval  or  otherwise  of  special  orders 
placed  by  teachers,  deciding  on  the  size  of  individual  items  in  the 
budget,  arranging  for  repairs  approved  in  the  budget,  deciding  on  and 
purchasing  library  and  reference  books,  hiring  teachers,  planning  bus 
routes,  supervising  caretakers,  supervising  bus  drivers  and  operating 
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DIVISION  OF  RESPONSIBILITY  FOR 
VARIOUS  DUTIES 


Duty 

1 

>> 

o 

CD 

CO 

2 

-p 

CO 

% 

3 

S3 

m 

4 

£ 

CO 

5 

• 

-CJ 

o 

Eh 

6 

m 

CD 

si 

-p 

o 

1. 

Interviewing  salesmen 

40 

4 

2 

1 

2. 

Purchasing  equipment  approved 

in  budget 

40 

1 

8 

4 

1 

3- 

Purchasing  school  and  classroom 

supplies 

40 

4 

4 

5 

4. 

Explaining  board  policies  and 

activities  to  the  public 

40 

4 

1.1 

16 

5. 

Preparing  returns  to  the 

Department 

38 

15 

6. 

Preparing  by-laws  and  carrying 

out  all  steps  connected  with  them 

37 

3 

1 

7. 

Planning  current  budget 

37 

1 

12 

8. 

Acting  as  returning  officer  in 

elections  and  plebiscites 

34 

1 

9. 

Issuing  press  releases  on  board 

activities 

34 

4 

2 

10. 

Keeping  accounts  and  records 

35 

18 

11. 

Preparing  monthly  financial 

statement  for  board 

35 

12 

12. 

Calling  for  tenders  on  buildings 

34 

2 

15 

2 

13. 

Selling  debentures 

27 

9 

14. 

Operating  book  rental  scheme 

29 

15 

3 

5 

15. 

Operating  classroom  supply 

distribution  scheme 

33 

14 

1 

4 

2 

16. 

Filling  supply  orders  from 

schools 

30 

21 

17. 

Paying  accounts 

33 

11 

13 

18. 

Deciding  on  approval  or  other- 

wise  of  special  orders  placed 

by  teachers. 

34 

10 

30 

1 

19. 

Purchasing  books  for  rental 

29 

4 

1 

15 

2 

20. 

Deciding  on  size  of  individual 

items  in  budget 

32 

25 

7 

1 

21. 

Arranging  for  repairs  approved 

in  budget 

28 

12 

2 

13 

f 
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TABLE  XVI  (CONTINUED) 


Duty 

1 

o 

0) 

cn 

2 

-p 

CO 

3 

Brd.  v* 

4 

• 

Q, 

% 

CO 

Tchr .  vji 

Other  on 

22. 

Deciding  on  and  purchasing 

reference  and  library  books 

23 

4 

3 

34 

6 

23. 

Hiring  teachers. 

22 

10 

35 

24. 

Planning  bus  routes 

19 

2 

37 

13 

1 

4 

25. 

Supervising  caretakers 

18 

2 

23 

3 

3 

5 

26. 

Supervising  bus  drivers 

17 

2 

26 

4 

2 

27. 

Operating  divisional  library 

15 

14 

6 

2 

28. 

Hiring  bus  drivers 

15 

1 

32 

1 

1 

29. 

Hiring  repair  crews  and 

carpenters 

14 

25 

1 

13 

30. 

Deciding  on  building  needs 

13 

34 

15 

5 

31. 

Deciding  on  building  repairs 

13 

33 

7 

1 

32. 

Hiring  caretakers 

12 

36 

1 

33. 

Supervising  repair  crews 

12 

19 

15 

34. 

Awarding  tenders  on  buildings 

11 

1 

37 

1 

35. 

Assigning  teachers  to  positions 

7 

12 

36 

1 

36. 

Deciding  when,  extra  teachers 

are  needed. 

6 

17 

40 

1 

the  divisional  library. 

The  items  for  which  secretaries  appeared  to  have  least  respon¬ 
sibility  are:  deciding  when  extra  teachers  are  needed,  assigning 
teachers  to  positions,  awarding  tenders  on  buildings,  supervising 
repair  crews,  hiring  caretakers,  deciding  on  building  repairs,  deciding 
on  building  needs,  hiring  repair  crews  and  carpenters  and  hiring  bus 
drivers . 

It  appears  that  secretaries  had  the  greatest  amount  of 
responsibility  for  items  which  did  not  involve  the  making  of  policy 
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decisions.  The  degree  of  autonomy  given  the  secretary  in  planning 
the  budget  was  not  indicated  in  this  item  of  the  questionnaire. 

Items  over  which  secretaries  reported  most  control .  Secre¬ 
taries  were  asked  to  list  the  six  items  from  Table  XVI  over  which 
they  felt  they  had  the  most  control.  Various  combinations  of  items 
were  listed.  The  responses  are  summarized  in  Table  XVII  (page  65)* 

Twenty-six  of  the  thirty-three  responding  secretaries  listed 
keeping  accounts  and  records  among  the  six  items.  Eighteen  listed 
preparing  returns  to  the  Department;  eighteen  listed  purchasing  school 
and  classroom  supplies;  seventeen  listed  planning  the  current  budget; 
fourteen  secretaries  listed  awarding  tenders  on  buildings;  twelve 
listed  interviewing  salesmen;  twelve  included  paying  accounts  in  the 
list  of  six  items;  nine  included  operating  the  book  rental  scheme; 
seven  listed  operating  the  classroom  supply  distribution  scheme;  seven 
listed  purchasing  books  for  rental;  six  included  selling  debentures; 
five  included  acting  as  returning  officer;  five  listed  issuing  press 
releases  on  board  activities;  five  listed  hiring  repair  crews  and  car¬ 
penters;  and  explaining  board  policies  to  the  public,  filling  supply 
orders  for  schools,  operating  the  divisional  library,  arranging  for 
repairs  approved  in  the  budget,  supervising  repair  crews,  calling  for 
tenders  and  deciding  on  the  size  of  individual  items  in  the  budget  were 
listed  fewer  than  five  times.  It  is  strange  that  among  the  items  in 
the  latter  part  of  this  list  are  duties  for  which  secretaries  indicated 
a  fairly  large  degree  of  responsibility. 
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TABLE  XVII 

ITEMS  OVER  WHICH  SECRETARIES  REPORTED 
MOST  CONTROL 


Item  Number  of  times 

listed  in  first 
six 


Keeping  accounts  and  records  26 
Preparing  returns  to  the  Department  18 
Purchasing  school  and  classroom  supplies  18 
Planning  the  current  budget  17 
Awarding  tenders  on  Buildings  14 
Interviewing  salesmen.  12 
Paying  accounts  12 
Operating  hook  rental  scheme  9 
Operating  classroom  supply  distribution  schemes  7 
Purchasing  hooks  for  rental  7 
Selling  debentures  6 
Acting  as  returning  officer  5 
Issuing  press  releases  on  hoard  activities  5 
Hiring  repair  crews  and  carpenters  5 
Explaining  hoard  policies  to  the  public  5 
Pilling  supply  orders  for  schools  3 
Operating  the  divisional  library  2 
Arranging  for  repairs  approved  in  budget  2 
Supervising  repair  crews  2 
Deciding  on  size  of  individual  items  in  budget  1 
Calling  for  tenders  on  buildings  1 


Number  of  secretaries  responding 


33 


Items  secretaries  considered  to  be  their  most  important 
duties.  Table  XVIII  (page  66)  summarizes  the  selections  of  thirty- 
three  secretary-treasurers  of  the  items  from  Table  XVI  which  they 
considered  to  be  their  six  most  important  duties. 

Twenty-six  of  the  secretaries  thought  that  preparing  returns 
to  the  Department  was  among  the  six  most  important  duties  from  the 
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TABLE  XVIII 

ITEMS  SECRETARIES  CONSIDERED  TO  BE  THEIR  MOST 
IMPORTANT  DUTIES 


Item 

Number  of  secs, 
listing  item 
in  first  six 

Preparing  returns  to  Department 

26 

Keeping  records  and  accounts 

25 

Paying  accounts 

16 

Planning  the  current  budget 

15 

Preparing  monthly  financial  statement 

15 

Purchasing  school  and  classroom  supplies 

9 

Issuing  press  releases  on  board  activities 

9 

Preparing  by-laws 

6 

Acting  as  returning  officer 

6 

Purchasing  books  for  rental 

4 

Distributing  classroom  supplies 

4 

Deciding  on  size  of  individual  items  in  budget 

3 

Purchasing  equipment  approved  by  the  board 

3 

Filling  supply  orders  from  schools 

3 

Supervising  repair  crews 

2 

Calling  for  tenders  on  buildings 

1 

Arranging  for  repairs  approved  in  budget 

1 

Planning  bus  routes 

1 

Total  number  of  responses 

33 

list.  Twenty-five  placed  keeping  records  and  accounts  in  this  group; 
sixteen  placed  paying  accounts;  fifteen  placed  planning  the  current 
budget  and  preparing  monthly  financial  statements  for  the  board;  nine 
listed  each  of  purchasing  school  and  classroom  supplies  and  issuing 
press  releases;  and  six  included  preparing  by-laws  and  acting  as 
returning  officer  among  these  six  items.  Other  items  listed  were; 
purchasing  books  for  rental,  distributing  classroom  supplies,  deciding 
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on  size  of  individual  items  in  the  budget,  purchasing  equipment 
approved  in  the  budget,  filling  supply  orders  from  schools,  super¬ 
vising  repair  crews,  calling  for  tenders,  arranging  for  repairs  and 
planning  bus  routes.  Curiously,  it  will  be  noted  that  the  items  which 
were  mentioned  most  often  were  the  duties  which  appear  to  be  of  a 
routine  nature. 

Duties  which  took  the  most  of  secretaries 8  time.  The  question¬ 
naire  requested  secretaries  to  indicate  the  six  items  from  Table  XVI 
which  took  the  most  of  their  time.  The  responses  are  summarized  in 
Table  XIX  (page  68).  Column  1  gives  the  number  of  times  the  item  at 
the  left  was  indicated  to  take  the  most  time;  column  two  gives  the 
number  of  times  it  was  listed  as  taking  the  second  most  time;  column 
three  lists  the  number  of  times  it  was  given  in  third  place  and  so  on 
to  the  sixth  column  which  gives  the  number  of  times  it  was  listed  in 
sixth  place.  Column  seven  gives  the  total  number  of  times  the  item 
was  listed  in  the  six  choices. 

The  item  most  frequently  listed  first  was  keeping  accounts  and 
records,  having  been  listed  in  that  position  a  total  of  eighteen  times 
by  thirty-two  secretaries.  The  next  most  numerous  first  selections 
were  planning  the  current  budget  and  paying  accounts,  each  of  which 
were  listed  three  times.  Explaining  board  policies  and  activities  to 
the  public  was  listed  in  first  place  twice.  Other  listings  in  first 
place  were:  purchasing  school  and  classroom  supplies,  deciding  on 
building  needs,  arranging  for  repairs  approved  in  the  budget,  inter- 


TABLE  XIX 


68 


DUTIES  REPORTED  BY  SECRETARIES  AS  TAKING 
THE  MOST  TIME 


Item 


Position-from  Most 
to  least 


12  3  4  5  6 


Total 
No.  of 
responses 


Keeping  accounts  and  records 

18 

2 

4 

24 

Paying  accounts 

3 

8 

3 

3 

3 

20 

Explaining  board  policies 

2 

3 

3 

2 

1 

11 

Interviewing  salesmen 

1 

2 

6 

2 

11 

Operating  book  rental  scheme 

5 

1 

1 

1 

3 

11 

Preparing  monthly  financial  statement 

2 

4 

1 

3 

10 

Planning  current  budget 

3 

1 

1 

2 

2 

9 

Purchasing  equipment 

1 

2 

3 

1 

7 

Filling  supply  orders  from  schools 

3 

2 

2 

7 

Operating  classroom  supply  distribution 

scheme 

2 

3 

1 

6 

Purchasing  classroom  and  school 

supplies 

1 

3 

1 

1 

6 

Acting  as  returning  officer 

4 

4 

preparing  by-laws 

2 

1 

1 

4 

Supervising  caretakers 

1 

1 

1 

3 

Arranging  for  repairs 

1 

1 

1 

3 

Deciding  on  building  needs 

1 

1 

2 

Supervising  repair  crews 

1 

1 

Operating  divisional  library 

1 

1 

Issuing  press  releases 

1 

1 

Planning  bus  routes 

1 

1 

Hiring  repair  crews  and  carpenters 

1 

Supervising  bus  drivers 

1 

Calling  for  tenders  on  buildings 

1 

1 

Total  choices 

32 

30 

30 

26 

20 

23 

Number  responding  to  item  on  questionnaire 


32 
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viewing  salesmen,  supervising  caretakers  and  preparing  returns  to  the 


Department;  each  of  which  was  listed  once. 

Paying  accounts  was  listed  a  total  of  eight  times  in  second 
place  out  of  a  total  of  thirty  choices  in  this  position.  Operating 
the  book  rental  scheme  was  listed  five  times  in  second  position.  Pre¬ 
paring  returns  to  the  Department  and  explaining  board  policies  to  the 
public  were  listed  three  times  in  this  position.  Other  items  listed 
in  second  place  were:  keeping  accounts  and  records,  preparing  by-laws 
and  carrying  out  all  steps  connected  with  them,  preparing  the  monthly 
financial  statement  for  the  board,  supervising  caretakers,  planning  the 
current  budget,  purchasing  equipment  approved  in  the  budget  and  super¬ 
vising  repair  crews. 

Most  frequently  mentioned  in  third  position  were:  keeping 
accounts  and  records  and  preparing  monthly  financial  statements  for 
the  board  with  four  mentions  each.  Explaining  board  policies  to  the 
public,  purchasing  school  and  classroom  supplies,  paying  accounts,  pre¬ 
paring  returns  to  the  Department  and  filling  supply  orders  to  schools 
were  each  listed  three  times  in  the  third  position.  The  total  number 
of  choices  in  third  position  was  30.  The  items  listed  once  or  twice 
can  be  seen  in  Table  XIX. 

Of  a  total  of  twenty-six  choices,  preparing  returns  to  the 
Department  and  interviewing  salesmen  were  each  listed  six  times  in 
fourth  position.  Purchasing  equipment  approved  in  the  budget  was 
listed  three  times,  as  was  paying  accounts.  Other  selections  were 
indicated  once  or  twice  and  can  be  seen  in  Table  XIX. 
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In  fifth  position  each  of  paying  accounts  and  operating  the 
classroom  supply  distribution  scheme  were  listed  three  times  out  of 
a  total  selection  of  twenty.  In  sixth  place  preparing  monthly 
financial  statements  for  the  board  and  operating  the  book  rental 
scheme  were  listed  three  times.  Items  listed  less  than  three  times 
in  these  positions  are  enumerated  in  Table  XIX. 

In  the  thirty-two  replies  keeping  accounts  and  records  was 
mentioned  a  total  of  twenty-four  times  in  the  six  items  considered 
to  take  the  most  time.  Paying  accounts  was  mentioned  twenty  times; 
and  preparing  returns  to  the  Department  sixteen  times.  Explaining 
board  policies  and  activities  to  the  public,  interviewing  salesmen, 
and  operating  the  book  rental  scheme  were  each  mentioned  eleven  times. 
Preparing  monthly  financial  statements  for  the  board  was  listed  ten 
times;  planning  the  current  budget  nine  times;  purchasing  equipment 
approved  in  the  budget  and  filling  supply  orders  from  schools  seven 
times.  Operating  a  classroom  supply  distribution  scheme  was  listed 
six  times  as  was  purchasing  classroom  and  school  supplies.  Those 
duties  mentioned  a  total  of  four  or  fewer  times  can  be  seen  in 
Table  XIX, 


III.  OTHER  OFFICE  STAFF 


The  number  of  persons,  other  than,  the  secretary,  in  the 
divisional  offices  is  shown  in  Table  XX  (page  7l)» 

Seven  secretaries  reported  that  they  had  no  additional  help; 


seventeen  reported  one  helper;  seven  two  helpers,  and  five  reported 
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TABLE  XX 

NUMBER  OP  OFFICE  STAFF  OTHER 
THAN  THE  SECRETARY 


Number  of  additional 
employees 

Number 

reporting 

0 

7 

1 

17 

2 

7 

3 

4 

4 

0 

5 

1 

Total 

39 

three  or  more  additional  persons  in  the  office.  These  additional 
persons  include  stenographers,  clerks,  librarians,  office  assistants 
and  assistant  secretary-treasurers.  All  thirty-nine  of  the  secre¬ 
taries  responding  to  this  item  indicated  they  were  responsible  for 
assigning  the  duties  of  these  assistants. 

Sixteen  secretaries  indicated  they  required  no  additional  staff 
beyond  what  they  already  had.  Seven  required  one  more  person;  four 
required  two  more  persons;  and  two  indicated  they  required  three  more 
persons.  That  is,  thirteen  of  twenty -nine  secretaries  felt  that  their 
offices  are  understaffed. 


IV.  SUMARY 

The  position  of  secretary-treasurer  is  established  by  the 
School  Act,  and  the  duties  of  this  office  are  outlined  in  the  Act. 
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It  provides  that  the  secretary  shall  keep  the  records  of  the  division, 
call  meetings  of  the  board  as  required  by  the  Act,  keep  the  board 
informed  of  the  business  of  the  division,  receive  and  account  for 
all  moneys  of  the  division,  make  payments  approved  by  the  board,  keep 
accounts  and  prepare  financial  statements  and  follow  the  directions 
of  the  board. 

The  duties  outlined  to  secretaries  on  appointment  to  the 
position  were  mostly  in  the  area  of  accounting  and  general  supervision 
of  the  business  of  the  division  as  well  as  those  of  being  an  assistant 
to  the  board.  Some  of  the  secretaries  felt  that  the  outline  of  duties 
given  them  was  not  realistic. 

Secretaries  reported  working  an  average  of  45*2  regular  hours 
per  week  and  5*1  hoLirs  of  overtime.  Routine  office  duties  and  administ¬ 
ration  in  the  office  took  most  of  this  time.  A  further  breakdown  showed 
that  keeping  accounts  and  records  wan  the  most  time  consuming  item  in 
the  secretaries’  duties.  Other  items  which  took  a  considerable  amount 
of  time  were  paying  accounts,  explaining  board  policies  and  activities 
to  the  public,  interviewing  salesmen,  operating  book  rental  schemes  and 
preparing  monthly  financial  statements  for  the  board. 

Secretaries  indica.ted  that  they  carried  the  largest  share  of  res¬ 
ponsibility  for  calling  for  tenders  on  buildings,  preparing  by-laws, 
selling  debentures,  planning  the  current  budget,  purchasing  equipment 
and  school  and  classroom  siipplies,  interviewing  salesmen,  paying 
accounts,  keeping  accounts  and  records,  preparing  monthly  financial 
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statements,  distributing  supplies,  preparing  returns  to  the  Department, 
acting  as  returning  officers  and  operating  the  book  rental  schemes.  In 
other  duties  the  responsibility  was  shared  with  other  divisional,  personnel. 

In  indicating  the  items  over  which  secretaries  felt  they  had  the 
most  control  they  listed:  keeping  accounts  and  records,  preparing 
returns  for  the  Department,  purchasing  supplies,  planning  the  budget, 
awarding  tenders,  interviewing  salesmen  and  paying  accounts.  Other  items 
were  listed  less  often  than  these. 

In  assessing  the  importance  of  their  various  duties  secretaries 
listed  preparing  returns  to  the  Department,  keeping  accounts  and  records, 
paying  accounts,  planning  the  budget,  preparing  monthly  financial  state¬ 
ments  and  purchasing  supplies  most  often  as  being  most  important. 

Most  of  the  secretaries  reported  having  at  least  one  assistant 
in  the  office.  A  substantial  number  indicated  that  their  offices  were 
understaffed. 
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CHAPTER  VII 


THE  SECRETARIES*  PART  IN  POLICY  MAKING  AND 
IN  FLAKING  CERTAIN  DECISIONS 

One  of  the  important  features  of  this  study  is  the  attempt  to 
discover  the  part  of  the  secretary- treasurer  in  policy  formulation  and 
the  degree  of  his  control  over  school  division  business.  Although  the 
secretary  might  influence  the  educational  program  of  the  schools 
through  performance  of  his  various  administrative  duties,  his  most 
profound  influence  could  come  through  the  making  or  influencing  of 
policy  in  his  division.  The  nature  of  the  influence  makes  it  extremely 
difficult  to  determine  its  extent.  It  may  be  overt  and  obvious  but  it 
also  may  be  subtle  or  unintentional. 

I.  PART  IN  FLAKING  POLICY 

Decisions  not  covered  by  policy.  The  secretaries'  views  of 
their  position  when  they  are  called  on  to  make  decisions  not  covered 
by  board  policy  are  presented  in  Table  XXI  (page  75)* 

Twenty -five  (62.5  per  cent)  of  the  forty  secretaries  indicated 
that  they  were  occasionally  required  to  make  decisions  not  covered  by 
existing  policy.  Two  (2.5  per  cent)  indicated  they  often  did  this; 
ten  (25  per  cent)  very  seldom  did;  and  three  (7*5  per  cent)  never  made 
such  decisions. 

Of  thirty -eight  secretaries  nineteen  (50  per  cent)  indicated 
that  they  seldom  feared  that  the  board  would  not  approve  their  action 
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TABLE  XXI 

DISPOSITION  OF  DECISIONS  FOR 
WHICH  THERE  IS  NO  POLICY 


■acr'r'T.’Tar  ■ : .Tr:a rrasm. ■  b:jijii,  gan.a  rr.rB.r  rT.r  rina!»)4..uun  .Ji.aBS= 


Number  giving  each  response 


Never 

Very 

Seldom 

Occa¬ 

sion¬ 

ally 

Often 

Total 

Do  you  find  it  necessary 
to  make  decisions  for 
which  there  is  no  board 
policy? 

3 

7.5°/* 

10 

25$ 

25 

62 . 5$ 

2 

2.5$ 

40 

When  you  make  such  de¬ 
cisions  is  there  appre¬ 
hension  on  your  part 
that  the  board  may  not 
approve  your  action? 

16 

42$ 

19 

50$ 

5 

38 

After  such  decisions 
have  been  made  do  they 
become  a  part  of  board 
policy? 

1 

2.8  $ 

1 

2.8$ 

14 

40$ 

14 

40$ 

5 

14-3$ 

35 

Does  the  board  for¬ 
mally  (by  recorded 
motion)  approve  or 
disapprove  your  de¬ 
cisions  in  such  cases? 

4 

10.8$ 

2 

5.8$ 

9 

24.5$ 

11 

30$ 

11 

30$ 

37 

! 
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when  it  was  necessary  for  them  to  make  such  decisions.  Sixteen 
(42  per  cent)  indicated  that  they  never  felt  any  apprehension  in 
this  regard;  and  three  (7*9  per  cent)  stated  they  were  occasionally 
apprehensive. 

Fourteen  (40  per  cent)  of  thirty-five  secretaries  stated  that 
decisions  they  made  outside  established  policy  occasionally  became  a 
part  of  policy  and  a  like  number  indicated  that  such  decisions  often 
became  policy.  Five  ( 14 - 3  per  cent)  said  that  these  decisions  very 
often  became  a  part  of  policy;  and  one  (2.8  per  cent)  reported  that 
they  were  never  adopted  as  policy. 

In  indicating  the  formal  action  the  board  took  on  such  decisions 
eleven  (30  per  cent)  of  thirty-seven  secretaries  reported  that  the 
board  very  often  formally  deaJLt  with  them.  Another  eleven  indicated 
that  this  often  happened;  nine  (24*5  per  cent)  staled  that  the  board 
occasionally  dealt  formally  with  the  action;  and  four  (10.8  per  cent) 
said  the  board  never  did  so.  Two  (5*8  per  cent)  said  the  board  very 
seldom  took  formal  action  on  the  decision. 

Apparently  secretaries  had  the  opportunity  to  exert  considerable 
influence  through  making  decisions  on  matters  for  which  there  was  no 
established  policy.  The  number  of  such  opportunities  might  vary  from 
division  to  division. 

Part  in  recommending  new  policy .  The  formulation  of  new  policy 
is  another  opportunity  for  secretaries  to  exert  their  influence. 

Table  XXII  (page  77)  presents  a  summary  of  how  secretaries  dealt  with 


new  policy. 
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TABLE  XXII 

SECRETARIES'  PART  IN  RECOMMENDING  NEW 
POLICY 


Number ' giving  each  response 


Never 

Very 

Seldom 

Occas¬ 

ionally 

Often 

Very 

Often 

Total 

Do  you  find  it  necessary 
to  recommend  new  policy 
to  your  board? 

5 

12  08$ 

31 

80/ 

2 

5.1/ 

1 

2.6/ 

39 

Does  the  board  accept  yoi 
recommendation  for  new 
policy  with  no  change? 

r 

2 

5.47$ 

15 

41/ 

15 

41 1° 

5 

12.8/ 

37 

Does  the  board  accept 
with  drastic  change? 

12 

36.5/° 

15 

45.5/o 

6 

18.2/ 

33 

Does  the  board  ignore 
your  recommendations? 

20 

53/ 

9 

24 / 

9 

24/ 

38 

Do  you  feel  that  your 
decisions  and  guidance 
determine  board  policy? 

3 

8.2$ 

4 

10.8/ 

17 

4  6/ 

9 

24.5/ 

4 

10.8/ 

37 

Thirty-one  (80  per  cent)  of  the  thirty -nine  secretaries  respond¬ 
ing  to  the  item  indicated  that  they  occasionally  recommended  to  the 
board  that  new  policy  be  adopted.  Five  (l2.8  per  cent)  very  seldom 
did  this  and  two  (5*1  per  cent)  reported  doing  it  often. 

Thirty-seven  secretaries  reported  on  the  disposition  of  their 
recommendations.  Fifteen  (41  per  cent)  of  them  reported  that  the  board 
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often  accepted  their  recommendations;  a  further  fifteen  said  it 
occasionally  accepted  the  recommendations;  five  ( 1 3 . 6  per  cent)  indi¬ 
cated  that  their  recommendations  were  often  accepted;  while  only  two 
(5*4  per  cent)  very  seldom  had  their  recommendations  accepted  with  no 
change . 

Of  thirty-three  respondents,  fifteen  (45*5  per  cent)  stated 
that  their  recommended  policy  very  seldom  received  drastic  change. 
Twelve  (36.5  per  cent)  reported  that  it  never  received  drastic  change; 
and  six  (l8.2  per  cent)  said  it  was  occasionally  changed  drastically. 

Twenty  (53  per  cent)  out  of  thirty -eight  secretaries  indicated 
that  the  hoard  never  ignored  their  recommendation  for  new  policy;  nine 
(24  per  cent)  indicated  that  the  board  very  seldom  ignored  recommen¬ 
dations  made  by  the  secretary;  and  nine  that  it  occasionally  ignored 
them. 

Secretaries  were  asked  if  they  felt  that  their  decisions  and 
guidance  determined  board  policy.  Seventeen,  (46  per  cent)  of  the 
thirty-seven  secretaries  responding  felt  that  their  guidance  occasion¬ 
ally  determined  board  policy.  Nine  (24«5  pen  cent)  responded  "often" 
to  this  item;  four  (l0.8  per  cent)  responded  "very  often";  four  more 
checked  "very  seldom";  and  three  (8.2  per  cent)  felt  they  never 
influenced  policy  with  their  own  decisions  and  guidance.  Apparently 
the  opportunity  to  influence  policy  making  is  there — it  need  only  be 


used. 
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II.  SECRETARIES'  CONTROL  OVER  DIVISIONAL  BUSINESS 

Even  if  a  secretary  does  not  influence  policy  making  in  any 
way  his  influence  can  still  be  far  reaching  through  the  control  of 
various  aspects  of  divisional  business.  Table  XXIII  (page  80 ) 
summarizes  the  control  secretaries  indicated  they  had  over  divisional 
business.  The  three  sections  will  be  discussed  under  separate  headings 

Selection  of  business  appearing  before  board.  Influence  over 
the  business  of  a  school  division  could  be  exercised  through  the 
selection  of  items  which  are  brought  to  the  attention  of  the  board. 

Twenty- two  (54  per  cent)  of  the  secretaries  who  returned 
questionnaires  indicated  that  they  were  very  often  the  person  who 
selected  correspondence,  delegations,  et  cetera,  which  appeared  before 
the  board.  Fourteen  (34  per  cent)  indicated  they  often  did  this; 
three  (7. 3  per  cent)  said  they  never  did  it;  one  (2.4  per  cent)  res¬ 
ponded  "occasionally"  and  one  "very  seldom".  It  seems  then  that  many 
secretaries  can  control  the  things  which  come  before  the  board. 

Secretaries '  part  in  budge t  making.  Preparation  of  the  budget 
is  an  important  function  performed  by  trustees.  The  degree  to  which 
the  secretary  shares  this  function  may  show  the  extent  of  his  influence 
on  the  affairs  of  the  division. 

In  response  to  the  question,  "Are  you  given  the  responsibility 
for  deciding  on  the  amounts  assigned  to  particular  items  in  the  budget? 
fourteen  (38  per  cent)  out  of  thirty-seven  respondents  indicated  that 
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TABLE  XXIII 

SECRETARIES*  CONTROL  OVER  DIVISIONAL  BUSINESS 


Question 

Number  making  each  response 

Never 

Very 

Seldom 

Occas¬ 

ionally 

Often 

Very 

Often 

Total 

Are  you  the  person  re- 

sponsible  for  the  selec¬ 
tion  of  correspondence, 

5 

1 

1 

14 

22 

41 

delegations,  etc.,  which 
appear  before  the  board? 

7-3/» 

2.4 / 

2.4/ 

54/ 

54/ 

Are  you  given  the  res- 

ponsibility  for  deciding 
on  the  amounts  assigned 

5 

2 

8 

10 

14 

57 

to  particular  items  in 
the  budget? 

8.2/ 

5.4/0 

21.5/» 

27/ 

54/ 

Are  you  permitted,  en- 

tirely  on  your  own,  to 
make  expenditures  with- 

11 

14 

9 

2 

5 

41 

out  prior  board 
approval? 

2796 

54  °/o 

22/ 

4.9/» 

12.2/ 

they  were  very  often  given  this  responsibility.  Ten  (27  per  cent)  said 
they  were  often  given  this  responsibility;  eight  (21.5  per  cent)  indi¬ 
cated  "occasionally";  three  (8.2  per  cent)  "never";  and  two  (5*4  per 
cent)  "seldom".  Table  XXIV  gives  further  information  on  the  part  played 
by  the  secretary  in  budget  making. 
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Thirty-one  (76  per  cent)  of  the  forty-one  secretaries  res¬ 
ponding  to  the  questionnaire  indicated  that  they  prepared  a  draft  of 
the  budget  and  asked  for  the  board's  approval.  Twenty  (49  per  cent) 
indicated  that  they  took  an  active  part  in  all  discussions  of  the  budget 
on  an  equal  status  with  trustees.  Three  (7*6  per  cent)  of  them  only 
provided  information  for  the  board.  Secretaries  appear  to  have  had 
considerable  influence  in  making  the  budget.  They  appear  to  be  able 
to  control  the  expenditures  on  items  within  the  budget  if  not  the  total 
expenditure. 

TABLE  XXIV 

SECRETARIES'  PART  IN  DRAWING  OP  THE 
BUDGET 


Response 

No. 

1° 

Active  part  in  all  discussion 
on  an  equal  status  with 
trustees. 

20 

49 

Provide  information  only. 

5 

7.6 

Prepare  draft  of  budget  (or 
most  of  it)  and  ask  for  board 
approval. 

31 

76 

Number  of  secretaries  responding 

* 

41 

*Secretaries  made  more  than  one  response  where 
applicable. 
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Secretaries  *  part  in  teacher  salary  negotiations.  Since 
teachers'  salaries  account  for  a  substantial  part  of  school  board 
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expenditures  the  part  of  the  secretary  in  this  phase  of  board  business 
is  of  considerable  interest.  Table  XXV  presents  the  information  given 
by  secretaries  as  to  their  part  in  salary  negotiations. 

TABLE  XXV 

SECRETARIES'  PART  IE  TEACHER  SALARY 
NEGOTIATIONS 


Response 

No. 

Active  part  in  all  discussion  (on 
equal  status  with  trustees) 

10 

25.0 

Only  provide  information  for  the 
board. 

27 

67.5 

Speak  when  called  upon. 

18 

45.0 

Am  not  present. 

1 

2.5 

Other. 

2 

5.0 

Number  of  secretaries  responding 

•* 

40 

*Secretaries  made  more  than  one  response  each  where 
applicable. 

Of  the  forty  secretaries  responding  to  the  item,  twenty- 


seven  (67.5  per  cent)  indicated  that  they  only  provided  information 
for  the  board;  eighteen  (45  per  cent)  spoke  when  called  upon;  ten 
(25  per  cent)  took  an  active  part  in  all  discussions  on  an  equal 
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status  with  trustees;  and  one  said  he  was  not  present  at  negotiations « 
Two  secretaries  made  other  responses.  One  of  these  said  ho  was  "dele¬ 
gated  to  write  the  brief  and  fight  the  battle".  The  other  stated  that 
he  often  felt  that  he  could  make  a  useful  contribution  but  "did  not 
feel  it  was  his  place  to  butt  in".  The  secretary  does  not  appear  to 
exert  as  much  influence  in  this  phase  of  school  business  as  he  does  in 
other  activities  associated  with  budget  making. 

Expenditure  of  money  by  secretaries  wi thout  prior  board 
approval .  The  amount  of  money  a,  secretary  is  allowed  to  spend  without 
prior  approval  of  the  board  may  be  an  indication  of  the  degree  of 
authority  he  has  within  the  division.  Table  XXIII  (page  80 )  shows  that 
fourteen  (34  per  cent)  out  of  forty-one  secretaries  reported  that  they 
were  seldom  permitted  to  make  such  expenditures;  and  eleven  (27  per 
cent)  were  never  permitted  to  do  it.  Nine  (22  per  cent)  did  it 
occasionally;  five  (l2.2  per  cent)  very  often;  and  two  (4*9  per  cent) 
were  often  permitted  to  do  it. 

Table  XXVI  (page  84)  gives  a  summary  of  the  amounts  secretaries 

* 

reported  they  could  spend  under  these  circumstances. 

Of  the  forty-one  respondents,  eleven  (27  per  cent)  never  made 
such  expenditures;  fifteen  (37  per  cent)  spent  under  $100;  seventeen 
(l7  per  cent)  spent  between  $100  and  $250;  one  (14  per  cent)  spent 
between  $250  and  $500;  and  five  (l2.2  per  cent)  reported  no  maximum  to 
the  amount  they  could  spend  without  proper  board  approval  first.  The 
authority  of  secretaries  in  spending  seems  to  be  fairly  well  curtailed. 
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TABLE  XXVI 

MOUNTS  SECRETARIES  SPENT  WITHOUT 
PRIOR  BOARD  APPROVAL 


Amounts  in  dollars 

No. 

* 

May  not  spend  any 

11 

27.O 

Under  100 

15 

57.0 

100  to  250 

7 

17.O 

250  to  500 

1 

2.4 

Over  500 

2 

4.9 

No  maximum 

5 

12.2 

Total 

41 

III.  SUMMARY 

The  majority  of  secretaries  reported  that  they  must  occasionally 
make  decisions  for  which  there  is  no  established  board  policy.  Most  of 
them  had  no  apprehension  that  the  board  might  not  approve  of  their  deci¬ 
sions.  In  fact  it  appears  that  such  decisions  usually  became  a  part  of 
board  policy.  A  majority  also  reported  that  they  must,  on  occasion, 
recommend  the  adoption  of  new  policy.  These  recommendations  were  very 
seldom  completely  ignored  and  were  ordinarily  accepted  with  little  change. 
Secretaries  seemed  to  feel  that  their  guidance  and  decisions  were  instru¬ 
mental  in  determining  board  policy. 

The  selection  of  items  of  correspondence,  committees,  delegations, 
et  cetera,  which  appear  before  the  board  appears  to  be  mostly  in  the  hands 
of  secretaries.  Decisions  on  the  actual  amounts  assigned  to  individual 
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items  in  the  budget  seems  to  be  largely  in  the  secretaries’  hands. 
Very  few  secretaries  are  permitted  to  make  substantial  expenditures 
without  prior  board  approval.  In  teacher  salary  negotiations  most 
of  the  secretaries  were  a  source  of  information  only,  although  a  few 
took  a  more  active  part.  In  budget  discussions  most  secretaries 
indicated  that  they  had  an  equal  status  with  that  of  board  members. 
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CHAPTER  VIII 


PROBLEMS,  DIFFICULTIES,  AND  COMMENTS 

The  types  of  things  which  secretaries  consider  to  he  problems 
for  them  may  give  an  insight  into  the  conception  secretaries  have  of 
their  own  position.  Comments  made  while  responding  to  the  question¬ 
naire  might  serve  a  similar  purpose.  Although  the  problems  are  varied 
and  numerous  and  evaluation  of  comments  involves  a  certain  amount  of 
speculation,  their  consideration  may,  nevertheless,  prove  useful. 

I.  PROBLEMS  AND  DIFFICULTIES 

The  problems  and  difficulties  listed  by  secretaries  have  been 
grouped  into  four  major  groups.  Following  are  some  of  the  problems  and 
difficulties  given  under  each  group: 

A.  Personnel  Problems 

1.  Obtaining  good  office  staff. 

2.  Engaging  and  retaining  teachers. 

3.  Supervising  care taking. 

4.  Handling  petty  grievances  of  teachers. 

B.  Management  Problems 

1.  Decreasing  school  population  and  rapid  loss  of  assessment. 

2.  Building  and  equipment  getting  old  and  in  need  of  replacement. 


3.  Increasing  costs. 
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4.  Getting  monthly  returns  promptly  from  teachers  and  bus 
drivers. 

5.  Increase  in  capital  indebtedness  is  alarming. 

6.  Van  problems  during  winter  months. 

7.  Limited  accommodation. 

8.  Operating  book  rental  scheme. 

9.  Lack  of  time  to  do  a  good  job  because  of  lack  of  help. 

10.  Budget  time. 

11.  Planning  bus  routes. 

12.  Line  up  of  responsibilities. 

C.  Relationship  Problems 

1.  Dealing  with  ratepayers  who  have  a  complaint. 

2.  Salesmen  who  are  too  insistent. 

3.  The  secretary's  position  at  any  meeting. 

4.  Misinterpretation  of  minutes  by  board  members  and  public. 

5.  Keeping  some  trustees  from  exceeding  budget  estimates. 

6.  Division  of  authority — overriding  of  assigned  authority 
by  individual  board  members. 

D.  Other 

1.  Teacher  salary  negotiations. 

2.  After  twenty-one  years  of  service  where  do  I  go  when  a 
county  is  formed? 

3.  Lack  of  policy  leaving  secretary  unprotected. 

4.  Position  of  secretary  not  secure.  A  change  in  the  board 
may  affect  employment. 

5.  Finding  time  for  a  holiday. 
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6.  Ratepayers  meetings. 

7.  Press  releases. 

Teacher  salary  negotiations  was  listed  as  a  problem  most  often, 
having  been  mentioned  nine  times.  Costs  and  teacher  supply  were  each 
mentioned  four  times.  Other  problems  were  mentioned  less  than  four 
times . 

II.  COMMENTS  MANE  BY  SECRETARIES 


Following  are  some  of  the  comments  made  by  secretaries  con¬ 
cerning  their  position  and  their  relationship  with  other  divisional 
personnel : 

1.  I  could  be  asked  for  advice  more  often  by  the  superin¬ 
tendent. 

2.  Our  former  superintendent  gave  me  some  of  the  most 
miserable  times  I  have  ever  had. 

3.  Most  superintendent-secretary  problems  arise  because 
one  or  other  insists  on  acting  in  wrong  field  of 
authori ty . 

4.  Our  relationships  with  the  board  and  superintendent 
are  the  best. 

5.  My  official  status  is  presently  that  of  administrative 
secretary.  Duties  consist  of  administering  board 
policy,  supervision  of  property  and  equipment,  pre¬ 
paration  of  legal  documents,  land  purchases  and 
transfers,  supervision  of  building  contracts  and 
supervision  of  general  repairs.  The  board  appears 

to  be  quite  happy  with  the  division  of  responsibility 
and  authority  and  it  leaves  the  superintendent  free  to 
administer  the  technical  part  of  his  program. 

6.  I  believe  that  the  duties  of  a  school  secretary  are 
as  wide  and  varied  as  that  of  any  other  vocation. 

All  personnel  of  a  division  should  understand  that 
their  prerogative  is  to  carry  out  procedure  of  actions 
and  not  to  make  policy.  This  duty  should  belong  to 
the  boards  entirely.  My  relationship  with  the  superin- 
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tendent  and  building  supervisor  is  excellent  because 
of  our  understanding  of  each  other's  duties.  I  never 
discuss  supplies  or  equipment  with  individual  teachers. 

The  principal  is  my  only  contact  on  any  matter  pertaining 
to  the  administration  of  the  schools. 

7.  The  relationship  between  the  secretary  and  divisional 
personnel  and  superintendent  is  excellent  with  the 
exception  that  the  superintendent  is  quite  interested 
in  carrying  out  various  phases  of  administration  that 
pertains  to  the  office  staff  and  board. 

8.  Throughout  the  years  my  relationships  with  superintendents, 
boards  and  staff  personnel  have  been  of  the  finest  and  I 
have  found  my  work  most  interesting  and  enjoyable.  If 
there  is  division  of  authority  between  the  superintendent 
and  secretary  the  solution  would  be  that  the  superin¬ 
tendent  be  responsible  to  the  board  only,  and  the 
secretary  and  department  heads  be  responsible  to  the 
superintendent  only  and  report  to  him. 

9.  I  think  that  secretaries  do  not  get  together  enough.  I 
feel  a  close  sense  of  fellowship  for  the  secretaries  of 
other  divisions.  I  believe  that  the  secretary  should  be 
completely  competent  to  deal  with  all  administration  and 
that  he  should  not  bother  the  superintendent  with  it 
except  in  general  discussion. 

10.  Divisional  boards  depend  a  great  deal  on  the  secretary 
to  provide  information  as  to  administration,  policy 
making  and  preparing  information  regarding  financing. 

11.  The  relationships  between  the  divisional  board,  superin¬ 
tendent  and  myself  have  always  been  very  cordial.  The 
personnel  work  as  a  team  and  there  is  little  distinction 
in  positions. 

12.  I  wonder  if  boards  realize  the  value  of  an  efficient 
secretary. 

13.  If  each  one  does  his  job  conscientiously  and  without 
thought  of  domination,  I  see  no  reason  for  anything  but 
good  relations  between  superintendents  and  secretaries. 

The  office  staff  must  be  loyal  to  each  other  and  must 
stay  clear  of  friction  which  may  arise  between  board 
members,  superintendent  or  secretary. 
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III.  SUMMARY 

The  problems  secretaries  listed  can  be  grouped  into 
personnel  problems,  management  problems,  problems  in  relationships 
and  miscellaneous  problems »  Personnel  problems  were  concerned 
mainly  with  obtaining  good  office  staff  and  retaining  them  and 
with  the  employment  and  retention  of  teachers „ 

Management  problems  listed  by  secretaries  were  mainly 
concerned  with  costs  and  finances  of  divisions.  The  concerns 
given  by  secretaries  might  well  have  been  listed  by  trustees  as 
well. 

Relationship  problems  and  difficulties  were  mainly 
concerned  with  board  and  superintendent  relationships  and  with 
dealings  with  the  public. 

Among  the  miscellaneous  problems  teacher  salary  negotiations 
received  considerable  attention.  A  concern  was  expressed  about  the 
lack  of  policy  regarding  routine  matters  in  some  divisions.  Some 
secretaries  were  required  to  act  on  their  own  initiative  too  often. 

Generally  secretaries  indicated  that  they  had.  good  relations 
with  superintendents  and  with  board  members.  A  slight  concern  was 
expressed  by  a  few  secretaries  that  superintendents  tended  to 
overlap  their  activities  into  the  secretaries'1  areas  of  respon¬ 
sibility,  but  a  few  also  suggested  that  the  superintendent  might 
become  the  chief  administrative  officer  of  the  division  and  the 


secretary  would  be  responsible  to  him. 
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CHAPTER  IX 


CHANGES  WHICH  HAVE  OCCURRED  IN  THE  SECRETARY -TREASURER '  S 
POSITION  DUE  TO  THE  FORMATION  OF  COUNTIES 

Part  IV  of  the  questionnaire  was  intended  to  determine  the 
changes  which  have  occurred  in  the  secretary’s  position  through  the 
change  from  school  division  to  county  status.  Of  the  seven  replies 
received  from  county  secretaries  only  six  were  usable.  Although 
this  is  a,  rather  small  number  of  responses  it  represents  fifty  per 
cent  of  the  counties  which  were  established  at  the  time  the 
questionnaire  was  distributed. 

Six  of  the  county  secretaries  indicated  that  the  secretary 
of  the  school  division  did  not  become  the  secretary- treasurer  of  the 
county.  However  four  of  the  divisional  secretaries  did  become 
assistant  secret  ary- treasurers  of  the  county.  Only  one  of  the  county 
secretaries  indicated  any  previous  experience  in  school  administration. 
This  was  as  a  teasher  and  secretary  of  a  local  school  district. 

Table  XXVII  (page  92)  shows  the  assessment  of  the  four  county 
assistant  secretaries  who  were  formerly  school  division  secretaries 
of  the  changes  which  have  taken  place  in  the  secretary’s  position 
in  their  area  on  the  formation  of  a  county. 

Three  of  the  respondents  reported  that  they  felt  that  the 
secretary  had  less  control  over  school  policy  making  and  one  thought 


he  had  more  control  over  it. 
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TABLE  XXVII 

SECRETARY’S  POSITION  IN  COUNTY  AS  COMPARED  TO 
HIS  POSITION  IN  SCHOOL  DIVISION 


Item 

Number  making 

each  response 

More 

Less 

No 

Change 

Total 

Secretary's  control  over 

school  policy  making. 

1 

3 

4 

Secretary's  control  over 

school  spending. 

1 

2 

1 

4 

Secretary's  control  over 

school  personnel 

1 

3 

4 

Secretary's  control  over 

general  administration 

2 

1 

1 

4 

Direction  from  elected 

officials. 

1 

1 

2 

4 

Two  secretaries  indicated  that  the  secretary  had  less  control 
over  school  spending  under  the  county,  one  reported  that  he  had  more 
control  and  one  reported  that  there  was  no  change. 

In  assessing  the  change  in  control  over  school  personnel  three 
secretaries  reported  no  change  and  one  reported  less  control. 

The  secretary's  control  over  general  administration  was 
thought  to  he  greater  by  two  secretaries;  less  by  one;  and  one  said 
there  was  no  change. 

One  secretary  thought  there  was  less  direction  from  elected 
officials;  one  thought  there  was  more;  and  two  reported  no  change „ 
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Among  the  comments  listed  were  the  following: 

1.  School  accounting  is  absorbed  so  secretary  loses 
his  major  duty. 

2.  Under  the  school  division  more  responsibility  was 
given  to  the  secretary. 

3*  The  secretary  has  less  authority. 

I.  SUMMARY 

It  is  difficult  to  assess  accurately  changes  in  the  secretary's 
position  due  to  the  formation  of  counties,  because  of  the  small  number 
of  responses  to  the  questionnaire  in  this  section.  However  those  that 
did  respond  seemed  to  indicate  that  the  secretary's  authority  and  con¬ 
trol  was  slightly  diminished  under  the  county  system  as  compared  to 
what  it  was  under  the  school  division. 
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CHAPTER  X 


THE  ALBERTA  SCHOOL  SECRETARIES'  ASSOCIATION 

As  more  and  more  school  divisions  were  organized  and  the  number 
of  persons  involved  in  a  full  time  career  as  secret  ary- treasurers  in¬ 
creased  it  was  quite  natural  that  these  persons  should  get  together 
to  discuss  mutual  problems — at  first  informally,  and  then  formally  by 
banding  themselves  into  an  association.  The  association  formed  was 
the  Alberta  School  Secretaries'  Association.  The  organization,  aims, 
history  and  accomplishments  of  this  association  will  be  examined  in 
this  chapter. 

I.  HISTORY 

Although  the  organization  is  not  very  old  there  is  little 
documentary  evidence  of  its  early  history.  Its  more  recent  history 
is  evidenced  in  the  records  of  the  association.  The  major  portion  of 
the  early  history  presented  here  was  obtained  by  interview  from 
F.  W.  Wiggins,  formerly  secretary  of  the  Lac  Ste.  Anne  School  Division, 
and  for  many  years  the  secretary  of  the  association. 

At  the  1938  annual  meeting  of  The  Alberta  School  Trustees 
Association  F.  W.  Wiggins,  E.  Meaden,  C.  Bowker,  G.  Lewis,  and 
J. Donald  met  and  discussed  informally  the  advisability  of  organizing 
an  association  of  school  division  secretaries.  In  the  words  of  Wiggins 

The  group  recognized  the  heavy  responsibility  devolving 
on  the  sec ret ary- treasurer  of  a  school  division,  and  was 
anxious  that  a  high  standard  of  qualifications  should  be 
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set  by  employing  boards,  and  should  be  maintained  through 
the  years . ' 

Later  at  this  same  convention  The  Alberta  Divisional  Secretary- 
Treasurers’  Association  was  formally  organized  with  F.W.  Wiggins  as 
the  first  secretary  and  E.  Meaden  as  the  first  president.  It  is 
interesting  that  Spencer  considers  this  step  to  be  one  of  the  high- 

p 

lights  in  the  history  of  The  Alberta  School  Trustees’  Association. 

William  Aberhart,  the  Minister  of  Education  at  that  time, 
had  the  following  comments  to  make: 

It  gives  me  great  pleasure  to  welcome  to  the  ranks  of 
educational  organizations  in  this  province  the  Alberta 
Divisional  Secret ary -Treasurers ’  Association. 

I  realize  along  with  your  membership  the  tremendous 
importance  of  having  the  business  of  the  division  com¬ 
pletely  organized  from  the  outset. 

As  public  relations  officers,  an  financial  advisers  to 
the  board,  as  business  managers  for  the  division,  as 
liaison  officers  between  the  board  and  its  teaching  staff, 
and  an  assistants  to  the  superintendents  it  would  appear 
that  you  have  man-sized  jobs. 

I  can  only  say  that  as  Minister  I  believe  you  are  in  a, 
position  to  play  leading  parts  in  making  educational  history 
in  Canada.  That  a  generation  hence  Albertans  will  say: 

"Those  men,  because  of  their  ability,  foresight,  and 
devotion  to  duty,  laid  the  sure  foundations  on  which  our 
educational  program  rests  today". 


1 


FpW.  Wiggins,  Letter  to  the  author,  September  5>  1959* 


^H.E.  Spencer, 
25; 6: 17,  June,  1955* 


"Progress", 


The  Alberta  School  Trustee , 
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In  wishing  you  every  success  I  should  like  to  assure 
you  of  my  personal  interest  in  your  work  and  that  the 
resources  of  the  Department  of  Education  are  at  your 
disposal  at  all  times. 3 

For  a  number  of  years  the  association  met  annually  at  the 
trustees’  convention  and  later  at  the  Refresher  Courses  at  the 
University  of  Alberta.  It  now  holds  its  annual  meeting  during  the 
Short  Course  in  School  Administration  at  Banff. 

Although  the  organization  was  started  as  The  Alberta 
Divisional  Secretary -Treasurers '  Association,  in  1948  it  came  to  be 
called  The  Alberta  School  Divisional  Secretaries'  Association  and  in 
1955  The  Alberta  School  Secretaries'  Association.  The  last  change  in 
name  resulted  from  a  change  in  membership.  Membership  was  no  longer 
limited  to  school  division  secretaries  as  formerly,  but  was  now  open 
to  secretaries  of  city  boards  and  other  large  school  units. 

From  the  years  1939  to  1944  F.  W.  Wiggins  edited  a  quarterly 
magazine  which  attempted  to  maintain  some  degree  of  communication 
between  the  organization  and  its  members.  The  publication  of  a  news¬ 
letter  has  been  tried  again  since  then  but  is  not  continued  on  a 
regular  basis. 

The  chief  efforts  of  the  organization  were  originally  aimed  at 
improving  the  actual  work  of  secretaries  in  the  field  by  providing  them 


3 
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Aberhart,  Letter  to  F.  W.  Wiggins,  March  6,  1939* 
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with  information  and  help.  In  19 54  through  1955  the  association 
became  primarily  concerned  with  pensions  for  retiring  secretaries  and 
through  its  efforts,  with  the  cooperation  of  The  Alberta  School 
Trustees"  Association,  The  Superannuation  Act  was  passed  by  the 
Alberta  Legislature  in  1956.  Although  the  association  has  no  legal 
status  in  bargaining  for  salaries  of  secretaries,  it  has  been  instru¬ 
mental  in  bringing  about  salary  increases  through  the  exchange  of 
information  among  the  members. 

II.  AIMS  AND  PURPOSES  OF  THE  ASSOCIATION 

There  appear  to  be  two  general  purposes  for  the  association. 
One  is  in  the  area  of  economic  welfare  of  the  membership  and  the  other 
is  in  improvement  of  the  performance  of  the  membership  in  its  daily 
work.  In  the  welfare  field  the  association  is  interested  in.  such 
things  as  pensions,  exchange  of  information  on  salaries  and  discussion 
of  tenure  of  secretaries.  The  improvement  of  the  performance  of  the 
membership  has  been  attempted  through  an  exchange  of  ideas  and  infor¬ 
mation  in  published  form,  through  workshop  courses,  and  more  recently 
there  have  been  attempts  at  establishing  a  course  of  training  leading 
to  certification  of  secretaries. 

Article  three  of  the  constitution  of  the  association  lists 
the  following  aims: 

1.  To  work  in  conjunction  with  any  organization  having 
for  its  objects  the  betterment  and  advancement  of  the 
management  and  regulation  of  the  executive  functions 
of  school  division  management. 
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2.  To  protect  the  interest  of  the  Boards  of  School 
Divisions  and  Boards  of  Local  Districts  by  insisting 
that  all  members  of  the  Association  shall  have  a 
proper  standard  of  education  and  a  high  degree  of 
honor  and  efficiency. 

3.  To  assist  each  other  in  standardizing  the  work, 
method  and  forms  used,  and  to  assist  each  other  in 
solving  questions  arising  out  of  the  administration 
of  all  statutes  now  in.  force  or  which  hereafter  may 
be  enacted  related  to  education  and  all  its  branches. 

4.  To  establish  and  adopt  an  educational,  standard  and 
efficiency  standard  as  an  essential  to  appointment 
as  Secretary -Treasurer  of  a  School  Division,  and  to 
secure  the  permanency  of  such  standards  through  the 
passage  of  legislation;  and  to  provide  for  competitive 
examinations  based  on  such  standards  to  establish 
qualifications  of  applicants  for  such  positions. 

5.  To  promote  and  secure  the  passage  of  legislation  so 
that  Secretary-Treasurers  shall  be  in  the  same  position 
of  employment  by  a  Board  of  Trustees  as  Teachers  under 
the  School  Act.  4 

The  aims  of  section  two  and  three  have  been  most  nearly 
achieved.  The  integrity  and  devotion  to  duty  of  secretaries  is  well 
known  and  only  rarely  have  circumstances  arisen  which  do  not  fit  in  with 
the  aim  expressed  in  number  two.  It  is  possible  that  much  of  the  stand¬ 
ardization  of  practice  and  the  improvement  in  methods  used  in  school 
division  business  has  been  the  result  of  efforts  of  the  association. 

Robson  summarized  the  aims  of  the  association: 

Our  Association  has  many  aims,  some  of  these  being  the 
desire  to  work  in  conjunction  with  all  educational 
authorities  and  other  recognized  bodies  to  promote 
educational  progress  in  the  province;  to  insist  on  an 
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Constitution  of  Alberta  School  Secretaries1 


Association. 
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educational  standard  and  a  high  degree  of  honor  and 
efficiency  for  our  members;  to  mutually  assist  each 
other  in  standardizing  the  work,  methods  and  forms  in 
solving  problems  arising  from  the  administration;  and 
to  secure  a  recognized  standing  for  our  profession. 9 

III.  SECRETARIES'  OPINIONS  REGARDING  THE  ASSOCIATION 


Any  organization  can  only  be  as  effective  as  the  support  it 
receives  from  its  membership.  Criticism  of  the  Alberta  School 
Secretaries'  Association  by  the  members  has  been  varied.  The  apathy 
and  disinterest  of  the  members  has  been  frequently  noted  by  the  exe¬ 
cutive.  Table  XXVIII  summarizes  the  opinions  secretaries  reported 
holding  regarding  the  association: 


TABLE  XXVIII 

OPINIONS  SECRETARIES  REPORTED  HOLDING  REGARDING 
THE  ASSOCIATION 


Opinion 

Number  holding 
this  opinion 

No  value 

1 

Useful  for  welfare  of 

members  only 

2 

Could  contribute  much 

to  improve- 

ment  of  school  administration 

31 

<5 

J.  R.  Robson,  Circular  letter  to  members  of  The  Alberta 
School  Secretaries'  Association,  September  23 ,  1955* 
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A  groat  majority  of  the  secretaries  felt  that  the  association 
could  make  a  useful  contribution  to  school  administration  in  Alberta. 
This  was  indicated  by  thirty-one  of  the  thirty-two  secretaries  res¬ 
ponding  to  this  item  on  the  questionnaire.  Two  of  them  felt  the 
organization  was  useful  for  the  welfare  of  the  membership  only,  and 
one  thought  the  organization  had  no  value. 

In  indicating  the  most  important  contribution  the  association 
had  made  to  the  secretaries  in  their  work,  fourteen  secretaries  listed 
the  establishment  of  a  pension  plan;  six  listed  exchange  of  information 
on  salaries;  six  listed  exchange  of  ideas  and  information;  and  four 
listed  provision  of  information  on  changes  in  routine.  Other  items  of 
benefit  listed  were:  giving  prestige  to  its  members,  work  on  administ¬ 
ration  course,  supplying  office  tips,  personal  contacts  and  fraternal 
visits,  standardization  of  practice  and  provision  of  incentive  and 
inspiration.  Three  secretaries  said  the  organization  had  done  nothing 
for  them.  In  discussing  the  association  a  number  of  secretaries  seemed 
to  identify  it  or  confuse  it  with  the  Short  Course  in  School  Administ¬ 
ration. 


What  secretaries  expected  of  the  association.  Eight  secretaries 
indicated  that  they  expected  the  association  to  improve  the  status  of 
the  secretary-treasurer's  field  of  endeavour.  Pour  expected  the 
association  to  increase  the  public  regard  for  the  secretaryo  Improve¬ 
ments  in  tenure  of  secretaries  was  expected  by  three  respondents  and 
another  three  expected  the  association  to  play  a  larger  role  in  salary 
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improvement.  Other  expectations  given  were:  to  provide  fraternal 
association  with  others  in  the  field,  to  keep  trustees  informed,  to 
improve  standards  of  school  secretaries,  to  promote  healthy  relation¬ 
ships  with  school  boards  and  the  public,  to  provide  assistance  to  the 
Department  on  educational  matters,  to  raise  qualifications  of  secre¬ 
taries,  to  inspire  secretaries,  to  establish  an  information  centre 
for  secretaries  and  "to  bind  together  and  stimulate  individuals 
entrusted  with  one  of  the  most  demanding,  rewarding  and  challenging 
professions  in  Alberta — and  to  elevate  it  to  the  full  status  of  a 
profession. " 

IV.  ATTEMPTS  AT  ESTABLISHING  MINIMUM  REQUIREMENTS  AND 

CERTIFICATION 

It  appears  inevitable  that  once  an  association  is  formed  some 
attempt  over  the  control  of  entrance  to  its  field  of  interest  will 
result.  The  Alberta  School  Secretaries’  Association  has  attempted 
to  establish  minimum  standards  for  certification  as  a  prerequisite  to 
employment  as  a  secretary-treasurer.  Article  three  of  the  constitution 
definitely  establishes  the  interest  of  the  association  in  certifi- 

g 

cation  and  minimum  standards. 

Although  the  matter  may  have  been  discussed  informally  the 
record  indicates  that  no  definite  steps  in  this  direction  were  taken 
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See  page  97* 
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until  June  of  1957  >  when  the  matter  of  certification  is  mentioned  in 

the  president's  annual  report  to  the  association „  This  resulted  in 

7 

the  resolution  previously  cited.  When  the  trustees  refused  to 
support  this  the  efforts  appeared  to  be  stalled.  It  appears  that 
lack  of  information  and  proper  explanation  of  the  plan  to  the  trustees 

Q 

had  much  to  do  with  its  defeat.  Although  a  certification  program 

has  not  yet  been  established  it  appears  that  the  extension  course 

being  offered  in  school  administration  could  lead  to  this.  Indications 

are  that  the  Department  of  Extension  of  the  University  of  Alberta  may 

be  willing  to  provide  some  sort  of  certificate  on  the  completion  of  a 

9 

three -year  course  of  study. 

V.  SUMMARY 

The  Alberta  School  Secretaries'  Association  was  organized  in 
1938*  It  appears  that  The  Alberta  School  Trustees'  Association  was 
quite  instrumental  in  forming  this  organization  and  the  organization 
has  functioned  more  or  less  under  the  watchful  guidance  of  the 
trustees  ever  since.  For  a  considerable  time  after  organization  the 
association  served  chiefly  as  an.  information  centre  for  the  exchange 
of  ideas  about  the  performance  of  the  secretary- treasurer 1 s  job. 


7 

page  42. 

8 

Anonymous  article,  "Qualifications  for  Secretary-Treasurers", 
The  Alberta  School  Trustee ,  28;1:20,  Jan.  1958* 

9 
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It  eventually  became  interested  in  the  welfare  of  its  members  and 
largely  through  its  efforts  a  pension  plan  for  secretaries  was  estab¬ 
lished.  Exchange  of  information  on  salaries  led  to  salary  improvement 
for  secretaries. 

The  aims  and  purposes  of  the  organization  are  to  improve  the 
work  and  competence  of  secretaries  by  providing  information  and  by 
providing  a  minimum  standard  of  education  before  becoming  a  secretary. 
It  is  also  interested  in  establishing  conditions  of  employment  which 
are  similar  to  those  enjoyed  by  teachers. 

Secretaries  felt  that  the  association  could  be  quite  effective 
in  improving  school  administration  in  the  province.  However,  to  date 
the  major  contributions  made  by  the  association  to  the  secretary  have 
been  pensions,  improvement  of  salaries  and  attempts  at  establishing  a 
professional  status.  Many  secretaries  appeared  interested  in  the 
prestige  and  status  the  organization  might  be  able  to  provide  for 
them.  Tenure  was  a  concern  of  many  secretaries.  Secretaries  tended 
to  confuse  the  association  with  the  Short  Course  in  School  Administ¬ 
ration  and  some  used  the  two  interchangeably . 

The  most  recent  efforts  of  the  association  have  been  in 
attempting  to  establish  a  minimum  standard  for  certification  of 
secretaries.  Their  efforts  are  partially  responsible  for  the  estab¬ 
lishment  of  the  Extension  Course  in  School  Administration.  This  may 
eventually  lead  to  a  certification  program. 
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CHAPTER  XI 


SUMMARY,  COMMENTS  AND  CONCLUSIONS 
RECOMMENDATIONS 

This  final  chapter  will  attempt  to  summarize  the  information 
presented  in  Chapters  III  to  IX.  Conclusions  and  recommendations 
based  on  this  information  will  also  be  presentedo 

The  organization  of  the  summary  will  be  the  same  as  the 
organization  of  the  sub-problems  listed  in  Chapter  II.  In  attempting 
to  fulfill  some  of  the  purposes  of  this  study  parts  of  the  summary 
which  lend  themselves  to  this  type  of  treatment  will  be  presented  in 
the  form  of  a  composite  picture  of  the  typical  or  average  secretary. 
Of  course  no  such  individual  exists,  but  the  idea  is  useful  in 
attempting  to  describe  the  nature  of  the  entire  group  of  secretary- 
treasurers.  Other  parts  will  be  presented  in  the  usual  summary  style 

I.  SUMMARY 

In  1959  the  typical  secretary  was  4-8*6  years  old  and  had  been 
employed  with  a  school  division  as  secretary- treasurer  for  12.1  years 
He  felt  that  his  experience  in  such  fields  as  municipal  office  work, 
teaching,  accounting  and  business  was  most  useful  to  him  in  the  per¬ 
formance  of  his  duties.  Similarly,  he  judged  training  in  accounting 
or  business  and  general  education  to  have  been  the  most  useful  of  his 
various  kinds  of  training  and  education.  He  was  inclined  to  feel 
that  some  type  of  university  training  would  have  been  helpful  to  him 


in  doing  his  work. 
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At  the  time  of  his  appointment  he  was  probably  a  resident  of 
the  area  covered  by  the  division  employing  him.  He  likely  had  some 
education  beyond  high  school  and  quite  probably  had  some  formal 
accounting  training — varying  from  university  courses  to  corres¬ 
pondence  courses. 

Twenty-seven  per  cent  of  the  secretaries  reported  being 
employed  in  accounting  or  a,  related  field  prior  to  their  appointment 
as  secretaries.  Another  nineteen  per  cent  were  either  teaching  or 
working  as  assistant  secretary-treasurers.  The  remainder  were  in 
various  other  fields  of  work. 

Although  a  substantial  number  of  secretaries  indicated  that 
they  entered  the  vocation  because  of  a  desire  to  serve  in  the  field 
of  education,  most  of  them  indicated  that  they  chose  the  occupation 
because  of  the  nature  of  the  position.  The  opportunity  to  be  of 
service  in  education  was  listed  as  an  advantage  of  the  occupation 
by  several  secretaries. 

Most  of  the  secretaries  learned  of  vacancies  in  their 
positions  from  persons  associated  with  the  division.  Many  of  the 
secretaries  had.  been  invited  to  apply  for  the  position.  They  felt 
that  their  business  experience  and  the  regard  in  which  they  were  held 
in  the  community  were  among  the  chief  reasons  they  were  appointed  to 
the  position. 

The  duties  of  the  secretary-treasurer  are  not  spelled  out  in 
great  detail  in  the  School  Act.  Those  outlined  are  of  the  type 
which  specify  a  few  basic  responsibilities.  Keeping  records  and 
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accounts,  submitting  reports  to  the  Department,  and.  preparing  the 
annual  financial  report  are  examples  of  these.  The  duties  for  which 
secretaries  reported  the  greatest  share  of  responsibility  appeared  to 
be  those  for  which  routine  was  outlined  by  government  regulation  or 
those  for  which  the  board  had  established  policies.  Secretaries 
appeared  to  have  the  least  responsibility  for  duties  involving  the 
hiring  of  personnel  and  in  deciding  building  needs.  Similarly, 
secretaries  reported  having  most  control  over  rather  routine  duties 
such  as  purchasing  supplies  and  preparing  returns  to  the  Department. 

The  largest  portion  of  the  45*2  hour  average  work  week  w as 
used  for  routine  office  work  and  administrative  duties  in  the  office. 
Keeping  records,  paying  accounts,  and  explaining  board  policies  and 
activities  to  the  public  were  reported  as  taking  the  most  time. 

A  number  of  the  secretaries  reported  that  they  found  it 
necessary  to  make  decisions  for  which  there  were  no  established  board 
policies.  They  said  that  normally  these  decisions  were  subsequently 
approved  by  the  board  and  accepted  as  policy.  They  also  reported 
that  they  occasionally  suggested  the  adoption  of  new  policies  to  the 
board  and  that  these  suggestions  were  usually  accepted  with  little 
change.  A  substantial  number  of  secretaries  felt  that  their  guidance 
determined  board  policies. 

Most  secretaries  were  found  to  be  in  a  position  to  exert  con¬ 
siderable  influence  on  the  affairs  of  their  divisions,  particularly 
on  the  affairs  of  a  business  nature,  since  they  indicated  that  they 
were  ordinarily  responsible  for  the  selection  of  items  which  appeared 
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before  the  board  at  its  meetings. 

In  responding  to  the  questionnaire  secretaries  indicated  a 
large  amount  of  responsibility  and  influence  in  the  preparation  of 
the  budget.  However,  very  few  secretaries  reported  making  any  sub¬ 
stantial  purchases  without  prior  board  approval. 

The  engagement  and  retention  of  teachers  and  office  staff, 
the  financial  difficulties  facing  boards,  dealing  with  the  public, 
and  teacher  salary  negotiations  seem  to  be  the  most  harassing 
problems  facing  secretaries  of  school  divisions.  They  reported 
that  relationships  with  boards,  superintendents,  and  other  staff 
members  were  generally  good.  However,  there  was  some  concern 
expressed  about  the  lack  of  delineation  of  areas  of  authority  and 
responsibility  of  superintendents  and  secretaries , 

A  significant  judgment  on  the  changes  which  have  occurred  in 
the  position  of  divisional  secretary-treasurers  because  of  the  for¬ 
mation  of  counties  is  difficult  to  make  on  the  basis  of  the  few 
replies  received.  However,  the  indication  from  those  respondents 
who  were  previously  divisional  secretaries  appears  to  be  that  as 
assistant  secretary-treasurers  of  the  county  their  authority  is 
reduced  in  the  county  system. 

The  Alberta  School  Secretaries’  Association  was  organized  under 
the  patronage  of  the  Alberta,  School  Trustees’  Association.  The 
secretaries’  organization  has  attempted  to  establish  minimum  qualifi¬ 
cations  and  a  certification  program  for  secretaries.  It  was  instru¬ 
mental  in  establishing  a  pension  plan  for  secretaries  and  in  promoting 
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in-service  training  for  its  members.  Its  broad  aims  are  to  improve 
the  work  of  the  secretaries  and  to  aid  in  the  improvement  of  education 
in  Alberta.  Secretaries  generally  felt  that  their  organization  could 
be  quite  useful  to  them.  They  expected  it  to  provide  their  vocation 
with  more  prestige  and  possibly  with  professional  status. 

In-service  training  programs  for  divisional  secretaries  consist 
of  an  annual  three  day  Short  Course  in  School  Administration  and  a 
correspondence  course  in  School  Business  Administration.  The  Short 
Course  centres  around  practical  problems  likely  to  be  encountered  by 
trustees  and  secretaries.  It  consists  of  panels,  discussions,  and 
lectures.  The  School  Business  Administration  Course  was  established 
in  I960  by  the  Extension  Department  of  the  University  of  Alberta.  It 
is  proposed  as  the  first  of  a  series  of  three  courses  leading  to  a 
certificate  in  school  business  administration. 

II.  COMMENTS  AND  CONCLUSIONS 

It  was  assumed  at  the  outset  of  this  thesis  that  it  is  possible 
to  gather  the  required  information  by  means  of  a  questionnaire  and 
that  the  frequency  of  various  responses  was  an  indication  of  the 
importance  and  validity  of  these  responses.  Any  inferences  drawn 
will  be  from  rather  subjective  information. 

One  reason  for  the  grouping  of  secretaries*  years  of  experience 
into  a  bi -modal  type  of  distribution  may  be  that  there  were  a  sub¬ 
stantial  number  of  secretaries  with  long  years  of  service  in  the 
divisions  which  were  established  fifteen  to  twenty  years  ago.  The 
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"hump"  at  the  low  experience  end  of  the  distribution  could  be  due 
to  the  fact  that  retired  secretaries  of  the  oldest  divisions  had 
been  replaced  by  new,  relatively  inexperienced  men.  The  secretaries 
appeared  to  be  a  stable  group  and  they  presented  a  good  record  of 
length  of  service  <>  Perhaps  this  is  in  some  way  related  to  the 
fact  that  a  number  of  secretaries  indicated  a  desire  to  be  of  service 
in  education. 

The  writer  expected  that  experience  in  teaching  would  have 
been  helpful  to  the  secretary  in  conducting  school  business. 
Surprisingly,  there  were  only  a  few  secretaries  who  reported  having 
training  and  experience  in  teaching.  One  possible  explanation  is 
that  the  persons  who  selected  secretary-treasurers  did  not  think 
this  was  an  important  qualification.  The  fact  that  secretaries 
reported  having  more  formal  schooling  than  the  average  citizen  speaks 
well  for  the  qualifications  of  the  group. 

Only  about  twenty-five  per  cent  of  the  secretaries  learned  of 
vacancies  in  their  position  through  advertisements.  Most  of  the 
secretaries  lived  in  their  divisions  prior  to  being  appointed  an 
secretaries.  These  facts  seem  to  indicate  the  possibility  that  school 
boards  were  not  getting  an  adequate  sampling  of  prospective  secretaries. 
The  factors  which  influenced  boards'  appointments  showed  that  boards 
had  little  indication  of  the  competence  of  their  secretaries  before 
they  were  engaged.  Little  special  training  for  the  position  of 
secret ary- treasurer  was  presented  and  selections  appeared  to  be  based 
on  general  personal  impressions. 


r 


:  r  oo 


•-  -I.  I  , 


. 


.  n  I. 


--  L  '  0 


? 


■  ;o 


u 


c 


O  ’.  ■"  .  ?. 


.  .< '  0> 


'.'0 


L, 


;:o. 


: 


c 


'  r 


v 


os 


) 


■x  :  •' 


.L 


A.'  -  -  0 


::: 


T 


110 

Since  the  major  type  of  experience  presented  by  secretaries 
prior  to  appointment  was  in  the  accounting  field  and  the  main  kind 
of  training  received  by  secretaries  was  in  accounting,  it  is  possible 
that  some  school  boards  deliberately  selected  persons  with  an  account¬ 
ing  background.  Does  this  imply  that  these  boards  considered 
accounting  to  be  one  of  the  more  important  duties  of  secretary- 
treasurers?  As  stated  by  those  secretaries  who  had  their  duties 
outlined  to  them  on  their  appointment,  this  was  apparently  so«  The 
fact  that  secretaries  reported  keeping  accounts  as  the  most  time  con¬ 
suming  item,  the  most  important  item,  and  item  of  their  duties  over 
which  they  had  the  most  control  also  substantiates  this  inference. 
Further  substantiation  is  offered  by  the  fact  that  secretaries 
reported  that  experience  and  training  in  accounting  was  the  most 
useful  type  of  experience  and  training  in  performing  their  duties. 

It  is  interesting  that  lack  of  freedom  was  listed  as  a,  dis¬ 
advantage  of  the  job  by  a  number  of  secretaries  and  the  possession 
of  freedom  was  listed  as  an  advantage  by  a  similar  number.  This 
conflict  may  be  a  result  of  the  types  of  systems  in  which  different 
secretaries  worked.  Hence  both  responses  could  be  considered  as 
being  valid. 

The  degree  to  which  the  secretary  is  a  policy  maker  probably 
depends  a  great  deal  on  the  school  board  which  employs  him  and  on 
the  personality  of  the  secretary.  When  the  secretary  has  to  make 
decisions  for  which  there  is  no  board  policy  he  then  actually  becomes 
a  policy  m.aker  for  the  division.  This  apparently  happened  often 
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enough  for  a.  considerable  number  of  secretaries  to  ha.ve  felt  that  they 
had  a  substantial  influence  on  policy  in  their  divisions.  The  exact 
nature  of  the  matters  these  decisions  covered  was  not  ascertained. 

It  is  possible  that  many  of  these  decisions  might  have  been  concerned 
with  routine  business  affairs  of  the  divisions.  Similarly,  the  nature 
of  the  divisional  affairs  about  which  secretaries  recommended  new 
policies  was  not  determined. 

The  fact  that  secretaries  indicated  that  they  considered  the 
routine  duties  most  important  as  well  as  those  over  which  they  had  the 
most  control  and  those  which  were  the'  most  time  consuming  seems  to 
indicate  that  secretaries  did  not  have  a.  great;  deal  of  influence  over 
the  wider  aspects  of  school  business.  The  study  did  not  uncover  any 
direct  influence  by  secretaries  on  the  educational  programs  of  schools. 
The  opportunity  to  exert  such  influence  through  the  control  of  policy 
and  budget  appears  to  exist  but  the  evidence  regarding  its  use  is 
inconclusive. 

A  fairly  large  degree  of  responsibility  in  budget  making  was 
indicated  by  secretaries.  However,  the  writer  suggests  that  there  was 
not  nearly  as  much  influence  involved  here  as  appears.  Perhaps  sec¬ 
retaries  should  have  indicated  responsibility  for  computing  the  costs 
of  individual  items  in  the  budget  rather  than  for  actually  planning 
the  budget.  This  is  suggested  by  the  fact  that  boards  permitted 
secretaries  considerable  freedom  in  many  phases  of  school  business 
but  gave  them  very  little  authority  to  spend  money  without  prior 
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From  the  problems  they  listed  it  appears  that  secretaries 
felt  a  great  deal  of  responsibility  for  all  the  affairs  of  their 
divisions.  Many  of  these  problems  were  probably  the  proper  concern 
of  the  board  rather  than  the  secretary.  This  identification  with 
the  employer  on  the  part  of  an  employee  seems  very  desirable. 

It  appears  that  some  secretaries  were  uneasy  about  their 
relationships  with  superintendents,  especially  regarding  the  lack 
of  clear  definition  of  their  respective  areas  of  authority.  In 
reality  there  should  be  very  little  of  this  conflict  since  it 
appears  that  the  original  concept  of  this  relationship  was  an 
arrangement  in  which  the  secretary  was  to  be  an  assistant  to  the 
superintendent.  Secretaries  were  also  concerned  about  their 
relationships  with  the  public  and  about  the  security  of  their 
position  on  the  establishment  of  counties.  A  relief  of  these 
anxieties  might  make  the  secretaries'  position  considerably  more 
pleasant. 

Since  school  business  is  a  large  part  of  county  business  it 
seems  strange  that  none  of  the  county  secretary -treasurers  had 
previous  experience  in  school  administration.  A  few  of  the  assistant 
secretary-treasurers  of  the  county  were  previously  divisional  sec¬ 
retaries.  The  position  of  the  latter  appears  to  have  changed  little 
in  the  county  except  for  the  suggestion  that  their  influence  over 
policy  making  and  school  spending  wan  somewhat  lessened  in  the  county. 
Perhaps  this  indicates  that  in  the  county  the  elected  representatives 

exercise  their  policy  making  and  general  control  functions  and  the 
employed  personnel  implement  policy. 
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Although  secretaries  generally  expressed  satisfaction  with 
the  Short  Course  it  is  possible  that  the  presence  of  trustees  limits 
its  value  to  secretaries.  The  program  has  to  be  planned  to  be  of 
interest  and  value  to  both  groups  and  the  functions  of  each  are  quite 
different.  The  extension  course  in  School  Business  Administration 
appears  to  offer  the  most  promise  as  a  formal  course  of  preparation 
of  school  secretary-treasurers. 

In  some  ways  the  Alberta  School  Secretaries’  Association 
appears  to  be  closely  linked  to  the  Alberta  School  Trustees’ 
Association.  It  was  organized  under  the  auspices  of  the  trustees’ 
group  and  still  refers  some  of  its  resolutions  to  the  trustees  before 
taking  any  other  action  on  them. 

There  is  a  fairly  strong  desire  on  the  part  of  secretaries  to 
increase  the  prestige  of  their  position.  Perhaps  their  Association 
can  help  to  enhance  the  occupational  status  of  the  school  division 
secretary-treasurer . 

III.  RECOMMENDATIONS  AND  SUGGESTIONS  FOR  FURTHER 

INVESTIGATION 

1.  This  study  indicated  the  existence  of  a  great  diversity  in 
the  preparation  and  training  of  secretaries.  It  also  indicated  that 
secretaries  thought  that  certain  kinds  of  training  and  education  were 
more  useful  for  performing  their  tasks  than  others.  It  is  therefore 
recommended  that  a  more  thorough  study  be  made  of  desirable  forms  of 
pre-service  and  in-service  training  for  school  division  secretaries,, 
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Since  the  investigation  uncovered  no  benchmark  by  which  to 
gauge  the  preparation  and  training  of  the  various  secretaries,  the 
possibility  of  establishing  some  method  to  indicate  the  achievement 
of  a  minimum  standard  of  preparation  should  also  be  investigated. 

2.  It  was  indicated  by  this  study  that  secretaries  had  some 
influence  on — or  had  the  opportunity  to  influence — the  formulation 
of  divisional  policies  as  well  as  on  budgetary  practices.  Since 
policy  decisions  and  decisions  involving  the  budget  could  influence 
school  programs,  a  more  intensive  investigation  of  the  secretaries* 
part  in  these  phases  of  school  business  is  recommended. 

3.  Responses  to  the  questionnaire  revealed  that  secretaries 
were  concerned  about  the  demarcation  of  superintendents ’  and  sec¬ 
retaries*  areas  of  authority  and  responsibility.  The  system  in  which 
one  administrative  officer,  the  secretary,  is  appointed  by  the  board 
and  the  other,  the  superintendent,  is  appointed  by  the  Department  of 
Education  may  be  one  which  offers  possibilities  for  conflict  and 
confusion.  There  should,  therefore,  be  a  clarification  of  the  relative 
status,  duties,  and  areas  of  responsibility  and  authority  of  the 
superintendent  and  the  secretary-treaaurer . 
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APPENDIX  1 


A  DESCRIPTIVE  SURVEY  OF  Sg-IQOL  DIVISION  SEQRETARIES 


.  GENERAL  INFOKUATION 

1.  Employed  by  _ _ County/-  or  Division. 

2 .  Age _ . 

3.  Sex _ 

4.  Give  years  of  experience  as  school  division  or  county  secretary 


5.  How  many  years  have  jrou  worked  for  this  or  other  school  boards 

in  a  capa.city  other  than  a  secretary  (not  as  a  teacher)?  _ 

6.  Ehat  was  the  nature  of  the  position  referred  to  in  No.  5  _ 


7.  Give  the  number  of  years  and  specify  the  t2rpe  of  experience  you 
have  had  during  the  five  years  prior  to  being  appointed  as  a 
secretary.  List  in  order  with  the  most  recent  first, 
no.  of  years  type  of  experience 


8.  If  you  have  served  on  any  of  the  following  elected  bodies,  give 
the  number  of  years: 

a.  On  the  board  of  a  non-divisional  district 


b.  On  the  board  of  a  school  division 
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c.  On  a  rural  municipal  council  - _ _ _ 

d.  On  an  urban  municipal  council _ 

e.  Other  (specify)  _ 

9.  State  brief ly  why  you  chose  to  become  a  school  secretary. 


10.  What  do  you  consider  some  of  the  advantages  of  this  career? 


11 .  .  PJhat  do  you  consider  to  be  some  of  the  disadvantages  of  this 
career? 


II .  EDUCATION,  VOCATIONAL  EXPERIENCE  AND  TRAINING 

1.  Circle  the  number  which  indicates  the  number  of  years  of 
education  you  have  had  at  each  of  the  following: 

a.  High  School  -  1  2  3  4 

b.  Normal  -  1 

c.  University  -  1  2  3  4  5  6 

d.  Business  College  -  1  2  3 

e.  Formal  Accounting  Training  -  1  2  3  4  5 

f.  Other  -  1  2  3  4  5  (Specify)  _____ _ _ _ 

2,  If  you  attended  university:  Faculty _ _ _ 

f^egrefi  obtained  _ _ 


Course 
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3.  If  you  have  had  formal  accounting  training  specify  the  kind  of 

course . _ _ _ _ 

4.  Give  any  other  education  or  training  you  may  have  had. _ 


5.  List  the  education  and  training,  from  above,  which  you  have 

taken  since  becoming  a  secretary. _ _ _ 

6.  If  you  were  a  teacher  prior  to  becoming  a  secretary,  specify  the 

position  you  last  held. _ _ _ _ _ _ _ _ _ _ _ 

7.  Of  the  various  types  of  experience  (not  formal  training)  you  have 
had,  list  the  three  that  you  think  have  been  most  helpful  in 
your  work  as  a  secretary. 

_ _ _ _ _ _ ___ _ _____ _ _ _ _____ _  (most  helpful) 

_ _ ____ _ _ _ _ _ _ __  (least  helpful) 

8.  Of  the  various  kinds  of  training  or  education,  list  the  three 
that  have  been  most  valuable  to  your  work. 

_ _ _ _ _ _ _ _ _ _ _ ___  (most  valuable) 

_ _ _ _ _ _ _ _ _ (least  valuable) 

9.  Do  you  consider  that  Universitjr  course  would  improve  the  per¬ 
formance  of  your  duties  as  a  secretary.  (Check  one  of  the 
responses  below) 

very  useful  _  useful  _  moderately  useful  _  useless  _ 

10.  How  many  times  have  you  attended  the  "Short  Course  in  School 
Administration" ? 
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11.  Check  the  rating  -which  you  feel  best  describes  the  value  the 
course  has  been  to  you  and  your  work. 

very  useful _  moderately  useful  _ useful _ useless  _ 

12.  Give  one  specific  reason  for  or  explanation  of  jrour  answer  in 

#11.  _ _  _____ 


Hi .  APPOINTMENT  AND  SALARY 

1.  State  brief ly  under  the  folio-wing  headings  how  you  obtained 
your  position: 

a.  How  did  you  learn  of  the  vacancy  (advertisement,  from  a 
board  member,  from  former  secretary,  etc.)?  _ _ _ 


b .  Were  you  invited  to  apply  for  the  position  and  if  so  by  whom? 
(board  member,  board,  superintendent,  retiring  secretary,  etc.) 


2.  Were  you  a  resident  of  the  division  at  the  time  you  were  appointed? 

3.  List  three  special  qualifications  the  board  may  have  specified  at 
the  time  you  were  appointed. 
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4.  From  the  list  below  check  the  things  that  you  think  were  instru¬ 
mental  in  the  board  appointing  you. 

a.  _  Your  teaching  experience. 

b.  _ _____  Your  educational  administrative  experience. 

c.  _  Your  business  experience. 

d.  _  Your  business  training. 

e.  _  Your  formal  education. 

f.  _  The  regard  in  which  jrou  were  held  in  your  community . 

g.  _  Others  (specify) _ _ _ _ _ __ _ _ _ 

5.  Were  your  duties  clearly  outlined  at  the  time  you  were  appointed? 

_ _ .  If  so,  by  whom?  . . . . . . . . . . . 

6.  List  five  major  duties  outlined  to  you. 

a. _ _ _ _ __ _ _ _ _  b.  _ _ _ _ _ _ _ _ _ 

c .  _ _____ _  d .  _ _ _ ... _ ___________ _ 

e. _ _ _ __ _ _ _ 

7.  In  the  light  of  your  experience  to  date,  do  you  think  that  this 

was  a  realistic  appraisal  of  your  duties? _ _ _ _ 

8.  If  not  tell  why.  _ _ _____ _ _ _ _ _ _ _ _ 


9.  What  is  your  present  annual  salary?  _ _ _ _ _ _ 

10.  Did  you  receive  a  significant  increase  or  decrease  from  your 
previous  salary  on  taking  the  position  as  secretary?  _ 
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11.  Check  the  item  below  which  best  describes  the  manner  in  which 
your  salary  is  determined. 

a.  _  Negotiated  between  you  and  board. 

b.  _  Set  by  board  without  negotiation. 

c.  _  Other  (specify) _ _ 

12.  Does  your  board  provide  a  fixed  sum  of  money  to  cover  your  expenses? 

a.  What  is  the  annual  amount? _ _ _ 

b.  What  is  it  intended  to  cover?  _ 


or 

13.  Do  you  present  bills  for  expenses  as  necessary?  _ 

a.  What  type  of  items  do  these  bills  usually  cover? 


b.  What  was  the  total  amount  you  received  for  expenses  last 
year?  _ _ _ _ _ _ _  _ _ 


IV.  PART  PLAYED  BY  SECRETARY  IN  POLICY  MAKING 


Check  in  the  proper  column  at  the  right  the  answer  which  best 


answers  the  question  on  the  left. 

Never 

? 

Very 

Seldom 

Occas- 

sionally ; 

; . _ . . . . . .  1 

Often 

Very 

Often 

1.  a.  Do  you  find  it  necessary  to  make 
decisions  for  which  there  is  no 
board  policy? 

I 

5 

; 

i 

| 

1 

! 

i 

1 

j 

b.  When  you  make  such  decisions  is 
there  apprehension  on  your  part 
that  the  board  ma3r  not  approve 
your  action? 
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1.  c.  After  such  decisions  have  been 

made  do  they  become  a  part  of 
board  policy? 

d.  Does  the  board  formally  (by 
recorded  motion)  approve  or 
disapprove  your  decisions  in 
such  cases? 

2.  a.  Do  j^ou  find  it  necessary  to  re¬ 

commend  new  policy  to  your  board? 


b.  Does  the  board  accept  3^our  recom¬ 
mendation  for  new  policy  with  no 
change? 

c,  Does  it  accept  with  drastic  change 


d.  Does  it  ignore  recommendations? 

3.  Do  you  feel  that  your  decisions 
and  guidance  determine  board 
policy? 

4.  a.  Are  you  the  person  responsible 

for  the  selection  of  correspon¬ 
dence,  delegations,  etc.  which 
appear  before  the  board? 


b.  Are  you  given  the  responsibility 
for  deciding  on  the  amounts  as¬ 
signed  to  particular  items  in  the 
budget  ? 


5.  a.  Are  you  permitted,  entirely  on 

your  own,  to  make  expenditures 
without  prior  board  approval? 

b.  If  so,  check  the  amount  which  is  nearest  the  maximum  amount 

of  money  you  may  spend  without  board  approval: 

_  under  $100,00  _  $100,00  to  $250,00 

_  $250,00  to  $500,00  _  over  3500.00  _  no  maximum 

6.  Check  the  response  that  best  describes  the  part  you  play  in 

teacher  salary  negotiations: 

Active  part  in  all  discussion  (on  equal  status  with 

trustees) 
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b. 

c. 

d. 

e. 

Only  provide  information  for  the  board. 

Speak  when  called  upon. 

Am  not  present. 

Other  (specify) 

Check  the 

making : 

response  which  best  describes  your  part  in  budget 

a. 

Active  part  in  all  discussion  on  equal  status  with 

trustees. 

b. 

Provide  information  only. 

c. 

Prepare  draft  of  budget  (or  most  of  it)  and  ask  for 

Board  approval. 

d. 

Other  (specify) 

V.  DUTIES: 


1.  On  the  average  how  many  hours  a  week  do  you  work? 

a.  Regular  hours  _ _ 

b.  Overtime  hours _ _ 

2.  Of  the  time  above ,  give  the  time  spent  on  each  of  the  following: 


a.  Board  meetings 


b.  Committee  meetings 

c.  Meeting  salesmen 


d.  Meeting  the  public  _ 

e.  Administration  in  office 


hours  per  month, 
hours  per  week, 
hours  per  week, 
hours  per  week. 

_ _ _  hours  per  week. 

_  hours  per  week. 


f.  Administration  out  of  the  office  _ 

g.  Routine  office,  duties  _ _ hours  per  week. 

h.  Others  (specify)  _  _  _ 


hours  per  week. 
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3.  Give  the  average  number  of  meetings  per  month  which  you  feel 
you  must  attend  in  jrour  capacity  as  secretary. 

a.  Home  and  school  meetings _ _ _ _ _ ; _ 

b.  Service  club  meetings  _ 

c.  Ratepayers  meetings _ _ _ 

d.  Other  (specify)  _ 

4.  How  many  office  assistants  do  you  have?  _ 

5.  What  are  their  titles?  _  _  _  _ 


6.  Check  the  way  in  which  the  assistants'  duties  are  assigned. 

a.  By  the  board.  _ _ _ _ _ _ _ _ _ 

b.  Bjr  you _ _ _ __ _ __ _ _ _ _ _ 

c.  Others  (specify) _ _ _ _ _ _ _ 

7.  How  many  more  people  (if  any)  would  your  office  require  to  be 

fully  staffed?  _ _ _ _ _ _ 

8.  In  the  list  below  place  a  check  (v/)  in  front  of  the  items  for 
which  you  are  entirely  responsible.  In  front  of  the  other  items 
write  in  the  person  (assistant  (a),  board  member  (b.m.), 
superintendent  (s),  principal  (p),  buil-ding  foreman  (b.f.).)  who 
handles  that  duty.  If  the  duty  is  shared  place  a  check  and  write 
in  the  person  with  whom  it  is  shared.  Omit  the  items  which  do 
not  apply. 

(1)  _ _ Deciding  when  extra  teachers  are  needed. 

(2)  _ _ Hiring  teachers. 


•> 

■ 

...  . 


di  v 


er: 


rJ,' 


. 

'  blue 


-  ■■■  ■  :•  ;  , -V.  ,  ui  '  ■  '  &■  ‘  r  ,v  >'  ;  > 

\  *'  ■  • 

:  1 

*/  ■ 

■  ■ 

. 

■ 


Page  Ten 


130 


(3)  . 

(4)  . 

(5)  . 

(6)  . 
(7)  . 
(3)  . 
(9)  . 

(10)  . 
(ID  . 
(12)  . 

(13)  . 

(14)  . 

(15)  . 

(16)  . 

(17)  . 

(18)  . 

(19)  . 

% 

(20) 

(21) 

(22) 

(23)  . 

(24)  . 

* (19a) 


Assigning  teachers  to  positions. 

Hiring  caretakers. 

Hiring  repair  crews  and  carpenters. 

Hiring  bus  drivers. 

Supervising  caretakers. 

Supervising  repair  crews 
Supervising  bus  drivers. 

Planning  bus  routes. 

Deciding  on  building  needs. 

Deciding  on  building  repairs. 

Calling  for  tenders  on  buildings. 

Awarding  tenders  on  buildings. 

Preparing  by-laws  and  carrying  out  all  steps 
connected  with  them. 

Selling  debentures. 

Planning  current  budget. 

Deciding  on  size  of  individual  items  on  budget. 
Purchasing  equipment  approved  in  the  budget. 
Purchasing  school  and  classroom  supplies. 
Deciding  on  and  purchasing  reference  and  library 
books. 

Purchasing  books  for  rental. 

Deciding  on  approval  or  otherwise  of  special 
orders  placed  by  teachers. 

Interviewing  salesmen. 

Arranging  for  repairs  approved  in  the  budget. 
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(25) 

Paying  accounts. 

(26) 

Keeping  accounts  and  records. 

(27) 

Preparing  monthly  financial  statements  for  board. 

(28) 

Operating  classroom  supply  distribution  scheme. 

(29) 

Operating  book  rental  scheme. 

(30) 

Operating  divisional  librarjr. 

(31) 

Filling  supply  orders  from  schools. 

(32) 

Preparing  returns  to  department. 

(33) 

Acting  as  returning  officer  in  elections  or 

(34) 

plebiscite. 

Issuing  press  releases  on  board  activities. 

(35) 

Explaining  board  policies  and  activities  to  public. 

List  the  numbers  of  the  six  items  of  the  above  list  over  which  you 

have  the  most  control. 

List  the  numbers  of  the  six  items  you  consider  to  be  jrour  most 

important  duties. 

11.  List  in  order  the  numbers  of  the  six  items  which  take  most  of 
your  time,  listing  the  one  which  takes  most  time  first  and  the 
one  which  takes  least  at  the  end. _ _ _ 

THE  COUNTY  SECRETARY 

This  section  is  intended  to  evaluate  the  changes  in  the  secretaries 
position  which  have  taken  place  when  divisions  have  joined  counties. 
It  should  be  answered  only  by  those  secretaries  or  assistant  secre¬ 
taries  of  counties  who  were  divisional  secretaries  in  the  same  area 
prior  to  the  formation  of  the  county. 
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1.  Did  the  divisional  secretary  become  the  Secretary-Treasurer  of  the 

county?  .. _  or  Ass't.  Sec.-Treas.  _ 

2.  Has  the  present  Sec.-Treas.  any  previous  experience  in  school 

administration?  _  Specify.  _ 


3.  Tell  how,  if  in  any  way,  your  salary  has  changed  since  you  became 


a  member  of  the  county  staff. 


4.  (a)  Check  the  response  which  best  desci 

of  the  items  listed  below: 

(i)  Secretary's  control  over  school 
policy  making. 
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(ii)  Secretary's  control  over  school 
spending • 

(iii)  Secretary's  control  over  school 
personnel. 

(iv)  Secretary' s  control  over  general 
administration . 

(v)  Direction  from  elected  officials. 
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(b)  Outline  any  other  ways  in  which  you  have  found  the  secretary1 s 
position  to  be  changed  since  your  area  became  a  county. 


Vv 


:v-i  \ 


: 

“  :V  js  v  ... 


. 


' 


X.  ... 


i 

■  ■ 

- 


.  v.  ...  ■-  '  .• 


■ 


' 


•  V  vr  ;  •• 

V  O  I'-  ■  TO  •'  V  '  o:.  V  - 

'  ■ 


■:C|  '  ••  VO. 'I  .  •-  ;.  ov 

■  .  v  .  ..  ;  ..  •  ‘ 

: 


Page  Thirteen 


135 


Vll.  THE  ALBERTA  SCHOOL,  SECRETARIES 1  ASSOCIATION 

1.  Check  the  response  below  which  in  your  opinion  best  describes 
your  feelings  about  the  Association. 

a.  _ Has  no  value. 

b.  _  Is  useful  only  for  the  welfare  of  its  members. 

c.  _ Could  contribute  much  to  the  improvement  of 

school  administration. 

2.  Do  you  think  that  a  course  leading  to  the  certification  of 

school  secretaries  should  be  established?  _ _ _ _ _ 

Give  reasons  for  your  answer.  _ _ _ _ 


3.  Outline  brief ly  what  you  feel  that  most  important  benefits  the 
organization  of  your  association  has  been  to  you  and  your  work. 


4.  Outline  briefly  what  you  expect  to  be  the  chief  functions  of 
the  Association. 
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Vlll. 

1 


COt'OISNTS 

List  below  what  you  consider  to  be  your  four  most  harassing 
problems . 


This  questionnaire  has  attempted  to  determine  the  status,  duties, 
relationships,  etc.  of  the  school  secretary.  Please  make  any 
additional  comments  which  you  think  might  contribute  to  this 
purpose.  Comments  on  relationships  with  other  divisional  person¬ 
nel  and  superintendents  would  particularly  be  appreciated. 
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Proposals  to  set  before  the  Exploratory  Meeting  on  the  School 
Secretaries  Course,  Friday,  November  27,  1959 »  9:30  a.  m. 

The  Public  Administration  Division  is  in  a  position  to  extend 
its  facilities  and  efforts  into  the  new  field  of  school  secretary- 
treasurers'  courses.  P.A. T.D.  has  been  faced  with  demands  for  training 
courses  in  the  local  government's  secretary-treasurers '  field.  We 
believe  that  our  facilities  might  be  advantageously  used  in  presenting 
a  school  secretaries'  course. 

I  beg  to  submit  to  you  certain  proposals  on  the  part  that 
P.A. T.D.  could  play  in  the  presentation  of  such  courses.  My  proposals 
are  based  on  an  assumption  that  the  Faculty  of  Education,  the 
Provincial  Department  of  Education  (particularly  the  School  Administ¬ 
ration  Branches  of  these  two  groups),  the  Alberta  School  Trustees 
Association,  and  the  Alberta  School  Secretaries'  Association  would  be 
represented  in  a  committee  to  serve  in  steering  our  efforts  and  in 
advising  and  assisting  in  the  preparation  and  presentation  of  such  a 
course.  I  must  also  assume  that  some  arrangement  shall  be  agreed 
upon  for  the  residual  responsibility  for  costs  of  the  course  in  the 
event  that  a  financial  deficit  arises  in  an  annual  work  program.  The 
validity  of  these  assumptions  I  am  not  prepared  to  state,  but  I  have 
assumed  that  some  general  agreement  might  be  obtained  and  that  the 
specific  nature  of  these  arrangements  will  be  determined  before  any 
plan  is  put  into  action. 


My  proposals  are  these: 

1.  We  have  in  School  Board  offices  some  180  to  200  secretary- 
treasurers  plus  other  officials  responsible  for  the  general 
duties  of  a  board  secretary  and  a  board  treasurer.  Also, 
we  have  some  one  thousand  trustees.  We  might  consider  our 
aim  to  be  to  enrol  at  least  half  of  the  secretaries  and  a 
few  trustees  in  the  first  year  of  our  proposed  course.  An 
enrolment  of  100  to  150  persons  should  be  anticipated. 

The  enrolment  will  come  from  scattered  areas  all  through 
the  province  wherever  schools  are  operating.  Our  plan,  of 
operation  should  be  designed  to  meet  the  needs  and  so  far 
as  possible  the  convenience  of  as  many  of  the  potential 
student  group  as  it  can. 

2.  The  subject  matter  of  the  course  should  be  largely  compre¬ 
hensive  and  broad  in  its  aspect.  It  should  be  expansive 
and  subject  to  no  prescribed  limits  of  disciplines  or 
specializations.  The  method  of  presentation  might  be  based 
on  the  correspondence -seminar  plan  in  which  the  materials 
are  prepared  and  published  in  lesson  or  chapter  units  and 
distributed  to  the  student  some  time  before  the  instruction 
begins.  The  instruction  phase  might  be  in  the  pattern  of 
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tutorial  sessions  or  seminar’s  in  which  the  role  of  the 
instructor  is  one  of  explaining  the  principles  and  ideas 
expounded  in  the  published  lessons  and  relating  these  to 
the  actual  problems  faced  at  the  local  level. 

3.  The  course  should  extend  at  least  to  a  coverage  of  forty 

chapters  or  lessons  and  possibly  with  an  optional  extension 
beyond  that  basic  requirement  into  specialized  fields  such 
as  accounting.  The  basic  requirement  could  not  be  covered 
in  less  than  a  two-year  program.  With  options  added,  a 
four -year  or  longer  course  might  be  necessary.  Recognition 
of  academic  accomplishments  in  the  completion  of  the  entire 
course  or  for  any  part  of  it  might  be  made  in  the  form  of 
a  certificate  of  completion.  This  would  require  an 
examination  of  the  students  at  intervals  to  measure  their 
academic  progress  and  accomplishment  in  mastering  the 
subject  matter.  No  compulsory  provisions  as  to  attendance 
or  participation  should  be  prescribed,  especially  in  the 
early  years  of  the  program;  and  the  school  boards  and  the 
professional  association  should  be  cautioned  against  adopting 
this  academic  course  alone  as  a  qualifying  requirement  for 
appointment  to  any  position  or  for  membership  in  the  pro¬ 
fessional  group.  This  proposal  is  meant  to  obviate  the 
unhappy  situation  where  students  are  enrolling  for  the 
specific  purpose  of  gaining  a  certificate  or  simply  because 
they  feel  that  they  must  enrol.  We  should  encourage  interest 
of  the  student  in  our  course  as  an  informative  and  yet 
liberal  study  of  principles  for  the  sake  of  enlightenment 
and  better  administration.  We  should  discourage  and  avoid 
any  compulsive  forces  which  might  tend  to  destroy  that 
interest. 

'  4*  The  subject  matter  for  our  course  would  have  to  be  drawn 

from  a  variety  of  sources.  Some  background  material  may  be 
taken  from  the  existing  study  lessons.  Other  lessons  must 
be  prepared.  The  commercial  law  and  accounting  section  of 
the  course  should  be  prepared  with  a  view  to  using  the 
material  in  other  local  government  public  administration 
courses.  It  is  suggested  that  of  the  existing  lesson 
preparations  now  on  hand,  the  school  course  could  include 
the  following: 

Local  Government  Section 

1.  Local  Government  in  Alberta 

2.  History  of  Local  Government  in  Alberta 

3.  Municipal  Affairs  in  Alberta 

4.  School  System  in  Alberta 

5.  Hospital  Affairs  in  Alberta 

6.  Provincial -Municipal  Financial  Arrangements 
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Accounting  I:  Principles 

1 .  Double  Entry 

2.  Accounts  and  Trial  Balances 

5.  Profit  and.  Loss  and  the  Journal. 

Accounting  II;  Elementary  Practices 

1. 

2. 

3° 

Accounting  III:  Advanced  Practices 


1. 

2. 

3. 

Taxation; 

1.  Principles  of  Taxation 

A  new  section  on  School  Administration  should  be  prepared  to 
cover  subjects  such  as: 

Interpreting  the  Statutes 

The  Secretary-Treasurer  and  his  Responsibilities 

Regulations  Governing  the  School  System 

School  Laws 

The  whole  area  of  school  business  administration,  budgeting 
and  finance  should  be  treated  and  some  basic  lessons  on 
commercial  law  should  also  be  included. 

In  whole,  the  course  I  propose  will  include  some  forty  to 
fifty  lessons  or  chapters. 

These  four  broad  propositions  describe  the  approach  which 
seems  most  adequate  from  the  viewpoint  of  P.A.T.D. ,  and  if  they  are 
found  acceptable,  it  is  hoped  that  some  advancement  into  the  program 
might  be  made  immediately.  Some  additional  staff  assistance  will  be 
required  under  the  proposed  plan.  It  might  be  possible  —  if,  by 
integrating  the  new  school  secretary’s  course  with  the  municipal 
administration  course,  the  two  classes  could  be  combined  in  seminars  — 
that  no  addition  to  staff  particularly  for  the  school  course  would  be 
required. 
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Minutes  of  an  Exploratory  Committee  Meeting  to  Examine 
Proposals  for  a  School  Board  Secretary-Treasurers' 

Course,  November  27,  1959,  in  the  Committee  Room  of 
the  Department  of  Extension. 

1-1  Present  were: 

D.  D.  Campbell,  Department  of  Extension,  University  of  Alberta. 

G.  H.  Davison,  Alberta  School  Secretaries  Association,  Box  189, 

Medicine  Hat 

E.  Borth,  Alberta  School  Secretaries  Association,  Killam 

Ed.  Todd,  Alberta  School  Secretaries  Association,  SoD.  Lacombe  #56 
A.B.  Wetter,  Department  of  Education 

R.  B.  Budge,  Provincial  Department  of  Education,  Edmonton. 

Dr.  A.  W.  Reeves,  Education  Administration,  University  of  Alberta. 
Dr.  E.  J.  Hanson,  Political  Economy,  University  of  Alberta. 

U.  R.  Shogren,  Department  of  Education. 

E.  Parr,  Alberta  School  Trustees  Association. 

Dr.  G.  L.  Mowat,  Education  Administration,  University  of  Alberta. 

Dr.  H.  T.  Sparby,  Education  Administration,  University  of  Alberta. 

D.  A.  Bancroft,  Department  of  Extension,  University  of  Alberta. 

1 -2  Opening  Remarks : 

Mr.  Campbell  opened  the  meeting  with  the  statement  of  the  purpose  of 
the  meeting  —  the  demand  for  a  school  board  secretary-treasurers' 
course.  He  briefly  described  the  presently  operating  courses  in 
Municipal  Administration  and  Municipal  Assessment  and  the  structure 
of  advisory  committees  and  sub-committees  to  those  courses. 

1-3  Operation  of  Public  Administration  Training  Division: 

Mr.  Bancroft  explained  the  method  of  operation  used  in  conducting 
the  two  courses  in  municipal  affairs.  The  presentation  of  lessons 
through  a  correspondence-seminar  program  was  outlined  and  the 
necessity  of  preparing  a  special  municipal  accounting  course  was 
discussed. 

1-4  Constitution  of  Committees: 

Mr.  Campbell  proposed  that  this  meeting  consider  the  establishment 
of  a  sub-committee  to  be  constituted  to  advise  in  the  preparation 
and  presentation  of  a  school  board  secretary-treasurers'  course. 

The  structure  of  such  a  committee  and  its  relationship  to  an 
overall  Public  Administration  Training  Program  was  discussed. 

It  was  agreed  in  principle  that  the  existing  Administration 
structure  would  be  a  satisfactory  one  in  which  to  include  an 
advisory  sub-committee  to  the  new  course. 
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1-5  Proposals: 

Mr.  Bancroft  outlined  for  the  meeting  a  number  of  proposals 
directed  to  establishing  a  plan  and  a  scheme  for  preparing 
and  presenting  the  school  secretaries  course  under  public 
administration  training  facilities.  The  proposals  were, 
generally: 

(1)  We  should  attempt  to  enrol  100  to  150  persons  in  the 
first  year  including  secretary-treasurers  of  school 
boards  and  trustees  and  other  interested  persons. 

(2)  The  subject  material  for  such  a  course  should  be  broad 
and  comprehensive,  not  confined  to  a  narrow  field  within 
the  school  secretaries  area  of  responsibility.  Back¬ 
ground  material  and  supplementary  or  additional  material, 
such  as  school  laws,  history,  commercial  lav;  and  local 
government  finance,  should  make  up  a  part  of  the  course. 

( 3 )  A  two  or  three  year  program  containing  from  40  to  60 
lessons  of  the  basic  administration  course  should  be 
required.  Examinations  and  accreditation  should  be 
made  a  basic  feature  for  such  a  two  or  three  year 
program. 

(4)  Subject  material  should  be  drawn  from  the  existing 
material  on  hand  with  the  Public  Adminis tration 
Training  Division,  and  new  material  should  be  pre¬ 
pared  anew  by  the  experts  in  these  particular  fields. 

1-6  A  further  report  by  Mr.  Bancroft  on  response  to  a  question¬ 

naire  distributed  by  the  Public  Administration  office  to  all 
secretary- treasurers  and  school  boards  was  analyzed  at  this  time. 
Briefly,  the  questionnaire  shows  that  of  some  48  persons 
replying  to  the  questionnaire,  51  would  be  interested  in 
taking  a  course,  15  were  not  and  4  were  doubtful.  On  the 
question  of  whether  the  course  should  be  acknowledged  with 
a  certificate,  43  were  in  favor,  3  were  against.  On  the 
proposal  of  a  correspondence-seminar  program,  45  were  in 
favor,  and  1  was  against.  Of  the  subjects  suggested  for 
inclusion  in  the  course  of  studies,  school  administration 
was  given  first  choice  of  importance;  school  laws  and  school 
finance  followed  this  and  business  administration  and 
accounting  were  next. 

These  proposals  were  discussed  at  some  length. 

Dr.  Reeves  in  particular  felt  that  such  a  course  should 
be  more  particularly  directed  to  the  business  administration 
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area  of  the  school  secretary's  responsibility. 

1-7  It  was  moved  by  Mr.  A.  B.  Wetter  that  a  course  of  the  kind 
proposed  should  be  prepared  and  offered  in  general  on  the 
plan  of  presentation  as  proposed  by  Mr.  Bancroft.  Seconded 
by  Mr.  E.  Borth.  Passed  unanimously. 

1-8  Sub-Committee: 

Moved  by  Dr.  Mowat  and  seconded  by  Mr.  E.  Parr  that  an 
advisory  sub-committee  drawn  on  the  plan  of  the  municipal 
administration  sub-committee  to  be  chaired  by  a  member  of 
the  Faculty  of  Education  should  be  constituted  with  re¬ 
presentation  from  the  Department  of  Education  of  the  Province 
of  Alberta,  the  Faculty  of  Education  of  the  University,  the 
Alberta  School  Trustees  Association,  the  Alberta  School 
Secretaries  Association  and  the  Department  of  Extension. 
Agreed. 

1-9  Representation: 

Moved  by  Mr.  Todd  that  the  sub-committee  draw  representation 
from  the  various  agencies  according  to  the  following  schedule 
2  members  from  the  Department  of  Education,  3  members  from 
the  Alberta  School  Trustees  Association,  one  of  whom  would 
represent  a  separate  school  board,  2  members  from  the  Faculty 
of  Education,  2  members  from  the  Alberta  School  Secretaries 
Association  and  2  members  from  the  Department  of  Extension  — 
the  Deputy  Minister  of  Education  to  be  an  ex  officio  member. 
Seconded  by  Mr.  Shogren  and  agreed. 

It  was  suggested  that  a  letter  be  sent  from  the  Department  of 
Extension  to  the  agencies  listed  asking  that  appointment  of 
representatives  to  the  committee  according  to  the  pattern 
established  above.  It  was  further  suggested  that  each  agency 
might  wish  to  name  alternate  representatives  to  provide  for 
situations  where  the  appointed  persons  could  not  attend 
meetings  of  the  committee.  The  appointments  to  the  committee 
are  to  be  requested  before  January  1  and  the  first  meeting 
of  the  sub-committee  should  be  called  for  very  soon  there¬ 
after. 

1-10  The  responsibility  of  the  sub -commit tee : 

It  was  proposed  that  the  sub-committee  should  take  immediate 
steps  after  its  formation  to  make  specific  suggestions  in 
determining  the  content  of  the  course  material,  the  subject 
matter  and  the  length  of  the  course  \Miich  should  be  prepared. 
The  other  questions  of  program  and.  presentation  methods  and 
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of  certification  should  also  be  given  attention.  To  prepare 
the  members  of  the  sub-committee  for  such  discussion  it  was 
recommended  that  copies  of  the  table  of  contents  of  the 
Municipal  Administration  course  should  be  prepared  and 
mailed  to  the  appointed  members  as  soon  as  possible. 

Further,  that  the  wishes  of  the  secretaries  as  indicated 
in  results  of  the  questionnaire  should  be  made  available 
to  the  sub -commit tee  members. 

1-11  Reference  to  the  main  advisory  committee,  Public  Administration 
Training  Division: 

In  view  of  the  preponderance  of  municipal  people  on  the  main 
advisory  committee  and  the  difficulty  of  enlarging  this 
committee  to  include  school  members,  it  was  suggested  that 
a  new  design  should  be  studied  for  representation  in  a  main 
Public  Administration  Advisory  Committee.  This  subject  was 
to  be  referred  also  to  the  first  meeting  of  the  new  advisory 
sub-committee.  Something  in  the  nature  of  a  broader,  more 
powerful  main  committee  was  recommended.  Lastly,  it  was 
suggested  that  the  sub-committee  at  its  first  meeting  might 
also  consider  its  own  representation,  considering  further 
whether  the  school  superintendents  as  a  group  should  not 
also  receive  representation  in  the  advisory  sub-committee. 

1-12  The  meeting  was  adjourned. 

Donald  Bancroft 

Recorder 
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A  Meeting  of  School  Board  Secretary-Treasurers 1  Advisory 
Committee 

February  25  >  I960 


2-1  Present  were: 

D.  A.  Bancroft,  Lecturer,  University  of  Alberta. 

Z.  Kay,  Lecturer,  University  of  Alberta. 

U.  R.  Shogren,  Department  of  Education. 

Dr.  H.  T.  Sparby,  Professor  of  Education,  University  of  Alberta. 

D.  D.  Campbell,  Department  of  Extension,  University  of  Alberta. 

Ed  Todd,  Alberta  School  Secretaries  Association,  Lacombe. 

G.  H.  Davison,  Alberta  School  Secretaries  Association, 

Medicine  Hat. 

A.  B.  Wetter,  Department  of  Education,  Edmonton. 

J.  C.  Weidenhamer,  Alberta  School  Trustees  Association. 

E.  Parr,  Alberta  School  Trustees  Association. 

Dr.  W.  H.  Swift,  Deputy  Minister,  Department  of  Education. 

2-2  Opening  Remarks: 

Mr.  Duncan  Campbell  opened  the  meeting  with  a  few  remarks  on  the 
purpose  of  this  meeting  and  developments  in  the  school  secretaries' 
course  to  date.  He  related  the  progress  in  establishing  a  course 
program  and  a  budget  for  a  separate  school  secretaries'  course 
within  the  Public  Administration  Training  Division. 

2-5  Dr.  Swift,  Deputy  Minister  of  Education,  reported  to  the  group  on 
the  decisions  of  the  provincial,  executive  council  with  respect  to 
the  proposal  that  the  Department  of  Education  accept  a  residual 
responsibility  for  a  deficit  in  the  operation  of  such  a  course. 

It  was  the  decision  of  the  cabinet  that  deficits  in  the  order  of 
a  possible  $10,000  could  not  be  underwritten  in  this  year's 
provincial  budget.  In  effect  this  would  leave  the  school 
secretaries,  the  trustees  association  and  the  Department  of 
Extension  with  the  responsibility  of  financing  the  course  by 
some  other  means. 

2-4  An  open  discussion  then  followed  on  general  budget  estimates  for 
the  program.  Alternative  plans  were  discussed  whereby  the  costs 
might  be  reduced  to  some  extent.  Under  the  option  of  establish¬ 
ing  a  completely  new  school  secretaries  course  of  some  two  years 
duration  with  new  lesson  material  and  full-time  instruction  staff, 
it  was  found  that  a  total  annual  budget  of  some  16  to  17  thousand 
dollars  was  indicated.  Over  a  two  year  period  this  would  amount 
to  something  over  $500  per  student  (assuming  100  students  enrol). 
The  proposal,  studied  by  the  Department  of  Education  had  assumed 
a  cost  picture  in  this  proportion  and  had  assumed  student  fees 
which  would  have  amounted  to  some  $6,000,  leaving  a  net  deficit 
of  about  $10,000  per  year. 


XV 


•xd  .■  .ooC  ■ 


.  8  ■ 


©SJShdx 


•  . 


U  V-  Q  V 

°  -  **'  -i-  (>  «  ■  '■  *> 

*  ■'  Xi,  O  1  i  . .  ')  I ‘.I  '  .  , 

-  :  .:  c  x  Q  :  ,  .  , 

,u  ^  ^  ;  :  a  « 

>:  .  x  J:c  ■  at  toarti  -  S.  ,JBJbc 

. 


.  :c  .  . r  r v  .  x  . 

j:C:'  .xo;  ■;  x:  w  ../v/voi 


. 

.  d  '  ’  ,  ‘X  ‘  ■'  ,  -  x 

h  It  d  l  :  ■  -  '£  ,  -  ’)£ 

io<  d  '  ■. 


j: 


.  ■  .  >,  i.  r  -  _x. '  ■  ;  , .  •  o. 

'o  .  I  :0  .o  .  "■.!  d  ..  ..\.vx  i. ;  ■  ,d  'v:  • 

o  s.  xj.  o  .  .  '..c  v:  ■ :  •  cr  o 

' :  :  1  x.c;  Jx ■  "  c  d  xx  ■  ' .  1  .e  ; 

dx  x:d  odd  r  ;  d  xd1  ,ddx 


■  .  '■  o.:  ..  . 1  /. 

■  Jt'irw  XJca  e  h  a  vi:  '■  c  :  I  xc  Iv  c  ©4d  to  bu  X  jros  ;  *  Ed 

■  ;  o  '.  xxxd  'C  '  d  ,  /£  \.dd  dvdd  d.  ■  .  x  x;./ 


O  .  ;  r'o.X/  'dx  .  ; 

d  .  d  ■  ddr 

1  •  -  ;  ;/  X 

.  io/ios  u .  v 

J’.'.'.C, '  •’  J'#  ‘  •'  ' 


x  '■  .  d  1  h  il  '  j;  jcBfioc  oi 

d  d  '  i:  It 

■  •  x  '  X'.'  :  1  1  .  '  ?  \  : 

xdd  doedl  eI  ,d  xonxvoa 

d  .  ■■  xr  xc  ,  ■  Todd-..  t  ,oj:x  x1-  .x  ■ 

d'xdx  1  •:  ■<:  /  ,  •-  j;  x  : :  1 

. 


i  d  -  ±d;  x  ■  J  r.  £0|  .  |Xoj  a f  Ed  i  -  i  :a  csx  >qo  is 

^  •-  ■  x  -  ":c  xr  '.x‘:;>  ;  :■  ,Jx\  .  ;  x  .  \/ 


on  i: 

.  x  :  J- : : 

oJ-  .  x  ;,i/  C. . 

'xx  >  c; 

..  XX.  x  .X; 

'  .0. 

■  ■  .t  . 

'■■r-vo  x-.  X  .TX 

0  xx. 

-X  ■.  X 

X  ,/• 

I  .XX/ch-,  1 

: 

-  •  .  tldi 

..  .  -r-xd.'-  x  " " 

Xx  or  o 

x  lo 

de"jj,x.xr(i' 

L  x 

x  J-oi'd  or. 

■  1  d.r 

d  .XX; 

X  X  .T 

'x  ■.  .  '  ■  •  ■ 

•:/  xx  . 

E  ■ 

0 

'■  XX  1  X 

■X::.,V;  o'- 

.noicrdy  *x: 

hi Id 

x  -xJ,  ;o.m 

n  dnoj/d 

'xx.,rx)(£  ox)J- 

•vrf 

i'  id  xx 

. 

Xcxx'.-y 

' 

JXXXO'  XX. 

:  £  d  .  v 

dX'": 

'  XX/.:  ■■ 

X-I  , 

y,  xr  '  ■ 

;  X  X.. 

*> 

.,  v'-  •• .  •  V.i  ‘io 

144 


February  25,  I960. 

A  second  alternative  under  which  the  school  secretaries 
would  be  enrolled  in  the  present  municipal  administration 
course  was  studied.  This  would  require  certain  additions 
of  lesson  material  and  some  substitution  of  subject  matters 
and  would  allow  the  presently  proposed  municipal  course 
staff  to  handle  the  project.  The  estimated  budget  for  such 
a  project  would  amount  to,  in  Mr.  Bancroft’s  opinion, 
approximately  10,000  to  11,000  dollars  per  year  for  the 
first  year  and  about  8,000  dollars  in  the  second  year. 

These  costs  on  a  per  student  basis  would  amount  to  some 
$>200  per  student  for  the  full  two  year  course.  Discussion 
on  several  proposals  then  followed.  A  crash  program  intended 
to  present  only  basic  practices  and  essential  procedures  was 
suggested.  It  was  felt  that  probably  the  boards  of  school 
trustees  might  undertake  to  finance  such  a  program.  It  was 
generally  felt,  however,  that  this  practical  course  would 
have  to  be  followed  at  some  later  date  by  a  principles 
course  which  would  develop  more  completely  the  principles 
of  administration  with  adequate  coverage  of  background  and 
historical  subjects.  The  meeting  was  generally  in  agreement 
that  such  a  solution  to  our  immediate  financial  problem  might 
not  be  the  best  solution.  It  was  generally  felt  that  some 
broader  treatment  with  a  more  logical  build-up  of  the  study 
material  was  required.  Mr.  Davison  suggested  that  our 
immediate  efforts  should  be  directed  to  constructing  a 
fairly  detailed  tentative  subject  outline  which  could  be 
placed  before  the  secretaries  association  and  the  trustees 
association  at  the  Banff  refresher  course  meeting.  Once  the 
complete  outline  was  available,  it  was  felt  that  the  finan¬ 
cial  problem  might  then  be  more  easily  solved. 

2-5  The  discussion  produced  a  proposal  that  the  whole  matter  of 

subject  matter  should  be  further  considered  by  members  present 
and  that  a  complete  outline  should  be  prepared  by  Mr.  Bancroft 
which  would  be  considered  again  at  a  meeting  of  this  group  some 
time  in  late  March  or  early  April.  The  members  present  agreed 
to  give  intensive  study  to  this  program  and  submit  to  Mr.  Bancroft 
by  Saturday,  March  12,  suggestions  and  recommendations  for  the 
subject  matter  and  topical  outline  to  be  prepared.  The  question 
of  the  length  of  the  course  should  also  be  considered.  With 
the  proposals  by  each  individual,  suggestions  for  the  next 
meeting  of  this  group  are  to  be  provided.  The  Department  of 
Extension  will  be  expected  to  arrange  a  meeting  which  so  far 
as  possible  is  convenient  to  all  the  members. 


The  meeting  was  adjourned 
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A  meeting  of  Scnoo.L  Board  Secretary-Treasurers'  Course 
Planning  Committee  on  Friday,  April  8th.  19bu,  in  the 
uommittee  nuom  of  the  department  of  Extension . 

D.  D.  Campbell,  Department  of  Extension. 

D.  A.  Bancroft,  Department  of  Extension. 

T.  C.  Weidenhamer,  Alberta  School  Trustees'  Association. 

H.  T.  Spar by,  University  of  Alberta. 

Ed  Parr,  Alberta  School  Trustees1  Association. 

Ed  Todd,  Alberta  School  Secretaries'  Association. 

E.  Borth,  Alberta  School  Secretaries'  Association. 

A.  B.  Wetter,  Department  of  Education. 

R.  B.  Budge,  Department  of  Education. 

C.  Kindervater,  Alberta  School  Trustees'  Association, 

Catholic  Trustee 
Z.  Kay,  Department  of  Extension,, 

U.  R.  Shogren,  Department  of  Education. 

Paul  Chauvet,  Legal,  Alberta  School  Tins  tees'  Association, 
executive  representative  of  separate  schools. 

Opening  remarks: 

Mr.  Duncan  Campbell  opened  the  meeting  with  a  few  remarks  on 
the  purpose  of  this  third  special  meeting  of  the  school  board 
secretary-treasurers '  course  planning  committee.  He  referred 
to  the  proposals  presented  at  the  last  meeting  of  February 
25th  and  the  necessity  of  obtaining  a  specific  proposal  for  a 
school  secretaries'  course  which  could  be  submitted  to  the 
school  secretaries,  the  trustees,  and  the  provincial  govern¬ 
ment  for  their  approval  and  acceptance  before  definite  plans 
in  conducting  such  a  course  could  be  made.  Since  the  last 
meeting  of  February  25th,  a  number  of  submissions  and 
recommendations  had  been  received  by  the  Department  of 
Extension  from  some  of  the  members  present  at  that  last 
meeting,  as  to  the  subject  matter  to  be  dealt  with  in  such 
a  course.  From  these  submissions,  Mr.  Bancroft  and  Mr.  Kay 
had  prepared  a  draft  outline  and  topical  syllabus  for  sub¬ 
mission  to  this  third  special  meeting.  Our  purpose  in  calling 
the  third  meeting  was  to  scrutinize  the  proposed  outline  in 
the  attempt  to  come  to  some  agreement  on  a  definite  plan 
which  could  then  be  submitted  to  the  secretaries  and  the 
trustees  during  the  Banff  Short  course  in  June. 

Mr.  Campbell  then  introduced  the  topical  outline  of  a  syllabus 
for  the  school  board  secretary-treasurers'  certificate  course 
as  prepared  by  Mr.  Bancroft  and  Mr.  Kay  out  of  the  submissions 
received  following  the  meeting  of  February  25th.  The  outline 
was  constructed  on  a  two-year  plan  having  one  year  in  Commercial 
Law  and  Business  Administration  to  be  integrated  with  the 
Municipal  Administration  course  and  the  other  year  to  be 
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separated.  An  optional  third  year  in  Governmental  Accounting 
was  also  proposed.  Discussion  then  proceeded  on  the  topical 
outline,  attempting  first  a  study  of  the  balance  and  coverage 
of  the  subject  material  contained  therein.  It  was  suggested 
that  the  term  Education  Administration  be  replaced  with  the 
term  School  Business  Administration  in  order  to  more  clearly 
describe  the  limited  scope  of  administration  from  the  position 
of  secretary-treasurers.  This  was  agreed  to. 

Discussion  then  dwelt  on  the  problem  of  allocating  proper 
weighting  to  the  various  broad  topics.  In  the  proposed  draft, 
weighting  of  the  various  subjects  had  been  given  in  the 
following  order: 

School  Business  Administration  -  17  lessons 
Commercial  Law  and  Business  Administration  -  16  lessons 
Basic  Accounting  Principles  -  9  lessons 
Background  Material  -  6  lessons 
School  Operation  -  4  lessons. 

The  optional  third  year  would  expand  the  accounting  subject  by 
an  additional  20  lessons  to  give  it  an  overall  preponderance 
in  a  three -year  program.  Under  the  two-year  program,  school 
business  administration  held  a  slight  priority  over  accounting. 

Detailed  study  of  the  syllabus: 

Dr.  Spar by  suggested  a  reorganization  of  the  proposed  syllabus 
plan  with  an  introduction  treating  the  secretary-treasurer’s 
position  and  with  a  broad  general  treatment  of  "the  educational 
scene  in  Alberta."  These  two  sections  would  set  the  background 
for  detailed  practical  study  of  accounting,  commercial  law  and 
finance . 

Mr.  Wetter,  Mr.  Shogren  and.  Mr.  Budge  stressed  the  importance 
of  a  practical  course  in  school  office  administration  and  the 
need  for  intensive  study  on  such  topics  as  preparation  of 
minutes,  school  board  accounting,  office  procedures,  and 
meeting  the  public. 

Mr.  Parr  and  Mr.  Weidenhamer  of  the  Alberta  School  Trustees' 
Association  and  Father  Kindervater  and  Mr»  Chauvet  representing 
separate  schools  and  the  Alberta  School  Trustees’  Association 
executive  were  prepared  to  accept  the  broad  outline  of  the 
syllabus  as  proposed  by  Mr.  Bancroft.  From  the  submissions  by 
Mr.  Weidenhamer  and  Mr.  Parr,  it  would  appear  that  a  more 
practical  approach  to  immediate  accounting  problems  of 
secretaries  was  favored  by  the  trustees.  They  favored  also 
the  sort  of  public  relations  treatment  that  has  been  suggested 
by  members  of  the  Department  of  Education. 
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The  school  secretaries  represented,  by  Mr.  Borth  and.  Mr.  Todd 
were  prepared  to  accept  the  draft  outline  of  the  course  and 
the  syllabus  proposed  by  the  Public  Administration  Division. 

Mr.  Borth  made  the  suggestion  that  the  course  as  outlined 
should  be  prepared  and  offered  to  secretaries  and  that  after 
an  evaluation  at  the  end  of  a  two-year  period  a  two  to  three 
week  short  course  offering  intensive  study  of  selected  subjects 
would  be  added  to  the  program.  In  support  of  the  suggestion 
from  the  Department  of  Education  that  fundamental  practices 
in  school  offices  should  be  given  more  attention,  they 
suggested  that  specimens  and  suggested  plans  of  procedure 
could  be  prepared  and  attached  to  various  lessons  as 
appendixes.  This  method  was  favored  as  well  by  Mr.  Campbell 
and  Father  Kindervater.  The  secretaries  proposed  further 
that  the  whole  subject  of  accounting  should  be  reviewed  again 
by  a  committee  in  order  that  definite  proposals  might  be 
available  for  presentation  to  the  secretaries ’  convention 
in  June. 

3-5  It  was  recommended  and  agreed  that  the  accounting  problem 

should  receive  the  attention  of  a  review  committee  composed 
of  Mr.  Bancroft  and  Mr.  Kay,  Mr.  Shogren  and  Mr.  Budge,  and 
possibly  a  member  of  the  Faculty  of  Education. 

3-6  The  Public  Administration  Division  and  the  Director  of  Extension, 
Mr.  Campbell,  were  in  agreement  with  some  of  the  proposals  to 
reorganize  certain  subjects  or  lessons  and  possibly  to  change 
the  order  of  treatment  of  the  various  subjects,  but  maintained 
a  position  of  giving  substantial  importance  to  the  background 
and  relationship  studies  and  to  the  necessity  of  treating  the 
accounting  subject  in  the  traditional  approach. 

3-7  It  was  decided  that  a  new  plan  of  the  course  should  be  prepared. 

It  was  felt  that  another  meeting  of  this  committee  would  not  be 
necessary  for  the  present,  but  that  a  complete  redraft  of  the 
syllabus  should  be  prepared  by  the  Public  Administration 
Division  in  consultation  with  all  of  those  present.  The 
redraft,  including  a  plan  for  the  treatment  of  accounting, 
should  be  ready  for  submission  to  the  secretaries  and  the 
trustees  in  their  June  conference.  The  Public  Administration 
Division  agreed  to  pursue  this  objective. 

3-8  The  meeting  was  adjourned. 
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June  22,  I960. 

Proposed  Syllabus  for  School  Business  Administration  Certificate 

Course  «  A 

-  D.  A.  Bancroft 

Administration  of  School  Business  Affairs 


Introduction 


School  System  in  Alberta  -  introduction  -  history  -  constitutional 
position  -  federal  policies  -  the  province's  field  -  The  School  Act 
finances. 


Business  Administration 


Office  management  -  service  functions  -  obligatory  functions  -  staff 
organization  and  departmentalization  -  direction  and  supervision  - 
use  of  mechanical  or  other  aids  -  records  -  documents  -  transactions 

Property  Management  -  ownership  expenses  -  overhead  -  repairs  - 
interest  -  depreciation  -  insurance  and  public  liability  -  purpose 
for  owning  property  -  justification  of  purpose  -  minimizing  expense 
conveyancing 

Insurance  -  protection  of  capital  -  public  liability  and  obligations 
appraisal  for  insurance  -  potimum  coverage  and  amounts  -  most  bene¬ 
ficial  rates  -  restrictions  on  use  of  equipment  -  protecting  the 
insurance. 


Finance 


Principles  of  Taxation  -  introduction  -  a  classical  treatment  of  Tax 
principles  -  Adam  Smith  -  John  Stuart  Mill  -  Alfred  Marshall  - 
contemporary  discussion  of  principles  -  John  F.  Due  -  Commissioner 
J.  W.  Judge  -  A  new  deal  in  municipal  finance  -  some  definitions  of 
taxation  terms  (impact,  incidence,  shifting,  shifting  and  incidence 
of  a  tax,  capitalization  of  a  tax,  a  progressive  tax,  a  regressive 
tax)  -  principles  of  local  taxation  -  justification  of  the  property 
tax  -  a  comparison  of  the  property  tax  -  limitations  of  the  present 
property  tax  -  reforms  in  the  property  tax  -  restrictions  on  the 
height  of  the  property  tax 

Grant  structure  and  operation  -  provincial  responsibilities  -  policy 
re  maintenance  of  standards  -  inducement  effects  -  equalization  of 
burdens  -  construction  grants  -  operational  grants  -  other  grants 
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Commercial  Law 

Elements  of  Commercial  Law  -  statute  law  -  case  law  -  common  law  - 
English  law  -  private  law  -  property  -  obligations  -  statutes 

Contracts  -  legal  relationships 

Contracts  -  form  and  consideration  -  capacity  of  parties  -  offer  and 
acceptance 

Operation  of  Contracts  -  discharge  of  contract  -  breach  of  contract 

Master  and  Servant  -  their  relationship  -  contracts  for  hiring  and 
service 

Sale  of  Goods  -  contract  of  sale  -  delivery,  acceptance,  payment  - 
transfer  of  title  -  conditions  and  warranties  -  remedies  of  buyer  - 
remedies  of  seller  -  conditional  sales 

Land  Titles  and  Survey  -  survey  system  -  registration  of  titles  - 
deeds  -  Land  Titles  Acts  -  rights  of  lessees  and  lessors  -  mortgages 
easements  -  trusts  -  caveats  -  rights  of  ownership 

Leases  -  landlord  and  tenant  relationship  -  written  lease  -  rent  - 
quiet  enjoyment  and  title  -  repairs  -  transfer  of  leasehold  and 
leased  fee  -  termination  of  leases 

Mortgages  under  Land  Titles  system  -  registration  and  priority  - 
transfer  of  a  mortgage  -  discharge  of  mortgage  -  remedies 

Funds  and  reserves  -  justification  -  purposes  -  amounts  -  management 

Debentures  -  justification  -  approval  -  management  of  long-term 
liabilities  -  choice  of  debenture  plan  and  amortization  -  cost  of 
securing  money  -  sinking  fund  plans 

Short-term  Loans  -  justification  ~  amounts  -  business  arrangement 


Administration 


The  Secretary-Treasurer  -  secretaries’  duties  -  statutory  -  ex  officio 

-  additional  duties  -  extent  of  responsibilities  -  extent  of  authority 

-  treasurers’  duties  -  statutory  -  ex  officio  -  other  duties  - 
relationship  to  the  board  -  to  the  superintendent  -  to  teaching  staff 

Using  the  Statutes  -  introduction  -  the  nature  of  law  -  the  source  of 
law  -  statute  law  -  common  law  -  how  a  bill  becomes  an  act  -  drafting 
bills  -  ministerial  orders  -  orders -in -council  -  how  statutes  are 
compiled  and  published  -  interpreting  the  statutes 
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Organization  of  the  School  System 


The  Board 

Powers  and  Duties  of  Board  -  source  of  legislative  authority  -  extent 
of  powers  of  the  corporation  -  principles  governing  the  exercise  of 
powers  -  the  nature  of  the  board  -  the  constitution  of  the  board. 

Meetings,  Questions,  Minutes  -  first  meeting  -  regular  meeting  - 
special  meeting  -  public  meeting  -  the  agenda  -  preparation  of  minutes 
-  adoption  of  minutes  -  questions  and  votes 

By-laws  and  Resolutions  of  Board  -  purpose  of  by-laws  -  types  of 
by-laws  -  structure  of  by-laws  -  special  by-laws  -  passage  of  a 
by-law  -  resolutions 


Functions 


Operation  of  School  Buildings  -  land  acquisition  -  school  construction 

-  contracts  -  school  maintenance  -  allocating  responsibilities  - 
discipline  in  the  school  building 

Operation  of  Transport  System  -  acquisition  of  busses  -  contracts  for 
bus  operation  -  analysis  of  costs  -  storage  and  maintenance  of  the 
busses  -  employment  of  drivers  -  discipline  on  busses 

School  Supplies  -  policies  of  the  board  re  supplies  -  handling  supplies 

-  storage  of  supplies  -  distribution  of  supplies  -  text  book  rentals 


Guidance  and  Direction 


Inspections  -  school  buildings  -  school  inspector  -  high  school 
inspector  -  powers  of  the  minister  -  structure  of  the  inspection  staff 

Regulations  -  ministerial  approval  -  ministerial  orders  -  orders -in¬ 
council  -  the  other  regulatory  bodies  in  the  Department  of  Education 
-  regulation  from  other  bodies 

Ratepayers  meetings  -  inactive  school  districts  -  home  and  school 
associations  -  public  meetings  -  public  relations 


Formal  Procedures 


Budgeting  procedures  -  purpose  of  the  budget  -  nature  of  the  budget 
-  preparation  of  the  budget  -  adoption  -  implementation  -  control 

Legal  Proceedings  -  status  of  the  board  -  protection  of  the  board  - 
status  of  a  trustee  -  status  of  other  officials  -  disputes  -  the 
role  of  the  board 
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—  4 

Borrowing  Procedures  -  required  plans  -  initial  steps  -  approval  of 
Minister  -  approval  of  other  bodies  -  forms  and  plans  -  short  term  - 
long  term  -  proprietory  votes 

Teacher  Negotiation  -  advertising  -  scrutiny  of  qualifications  - 
contracts  -  The  Alberta  Teachers’  Association  -  salary  negotiations 

Elections 

Preparation  for  Elections  -  persons  entitled  to  vote  -  persons 
entitled  to  Office  on  the  Board  -  nominations  -  dates  -  elections 
to  fill  vacancies 

The  Holding  of  Elections  -  dates  -  procedure  for  holding  a  poll  - 
ballots  and  voting  -  contested  elections  -  declaration  of  office  - 
powers  of  Minister 


Relationships 

History  of  School  Administration  in  Alberta  -  before  1870  -  1870  to 
1884  -  1884  to  1956  -  1956  to  present  -  related  to  settlement  - 
related  to  commercial  development  -  related  to  other  local  government 
development  -  the  recent  developments 

Local  Government  in  Alberta  -  origins  -  autonomy  -  powers  -  operation 
-  kinds 


Municipal  Affairs  in  Alberta  -  before  I9O5  -  Federal  policies  - 
Provincial  policies  before  1912  -  period  after  1912  -  the  Alberta 
county  -  The  Department  of  Municipal  Affairs 

Hospital  Affairs  in  Alberta  -  introduction  -  Municipal  Hospitals  Act 
-  financing  hospitals  -  Alberta  Hospitalization  Plan 

Other  Education  Institutions  -  private  schools  -  tutorial  schools  - 
Indian  schools  -  schools  for  special  treatments  -  colleges  - 
universities 


NOTE: 


A  third  year  could  be  added  to  the  a.bove  to  explore  more  fully 
the  purpose  and  nature  of  governmental  accounts.  This  could  be  offered 
as  an  optional  third  year.  It  would  cover  the  whole  area  of  governmental 
accounting  for  school  unit  purposes  with  treatment  of  Revenue  (Current) 
accounts,  Capital  accounts,  other  funds  -  surplus  or  deficit  accounts, 
and  the  various  Balance  Sheet  Statements  for  revenue  fund,  capital  and 
loan  funds,  etc. 
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June  7,  I960 

An  Address  by  D.  A.  Bancroft  to 
Banff  School  Administration  Short  Course 
School  Business  Administration 

Over  the  past  two  years  or  more,  your  executive  has  been 
negotiating  with  the  Department  of  Extension  with  a  view  to  initiating 
a  certificate  course  for  school  secretaries.  The  Trustees  and  the 
Department  of  Education  have  also  supported  the  idea  of  a  training 
program.  Many  school  board  secretaries  individually  have  proposed 
that  a  training  scheme  should  be  instituted.  Out  of  all  this  demand, 
an  advisory  committee  was  established  by  the  Director  of  Extension  on 
November  27,  1959*  Since  then,  the  committee  has  met  three  times. 
Curriculum  and  finance  matters  were  discussed  and  given  thorough 
consideration.  These  matters,  however,  still  pose  a  considerable 
problem  to  the  various  sponsoring  agencies.  It  appears  that  some 
form  of  subsidization  of  a.  course  program  will  be  necessary.  Depending 
on  settlement  of  the  finance  question  and  the  question  of  the  length 
and  content  of  the  proposed  course,  we  hope  to  have  a  definite  plan 
for  you  in  the  next  few  months. 

In  the  meantime,  school  secretaries  and  trustees  have  been 
enrolling  in  our  Municipal  Administration  course.  In  the  1959-60  term, 
out  of  I63  enrollments,  23  were  school  people  or  people  involved  with 
school  administration  directly. 


Although  a  full  and  comprehensive  course  plan  has  not  been 
completed,  this  does  not  preclude  the  commencement  of  a  training  course 
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for  school  business  administrators.  One  of  the  aims  of  the  Department 
of  Extension  has  been  to  integrate  our  new  school  course  into  the  plan 
and  operation  of  our  existing  local  government  courses.  The  ad  hoc 
sub-committee  established  by  the  Director  of  Extension  has  been  brought 
into  the  framework  of  the  Public  Administration  Division,  and  although 
this  advisory  sub-committee  does  not  yet  have  representation  on  our 
main  advisory  committee,  its  work  is  now  being  supported  by  the  main 
body.  It  is  hoped  that  by  integrating  the  school  course  with  other 
courses  as  much  as  possible,  the  costs  might  be  held  down  and  the  demands 
for  training  might  be  best  served. 

Our  proposal  is  to  invite  the  school  secretaries  into  the  1960-61 
course  in  business  law  and  business  management  which  is  being  presented 
in  the  Municipal  Administration  program.  We  believe  that  the  commercial 
law  aspects  and  business  theory  should  be  equally  applicable  to  either 
municipal  or  school  business  administrators.  There  would  probably  be 
an  opportunity  to  present  a  few  lessons  on  school  finance  during  this 
term  also.  In  all,  for  the  school  secretaries  in  the  1960-61  term,  we 
propose  the  following  syllabus; 

Commercial  Law  -  10  to  12  lessons 

Insurance  management,  office  management,  property  management, 

taxation  principles,  grants  principles,  debenture  financing. 
Short  term  loan  financing  and  funds  and  reserves. 

No  accounting  lessons,  and  no  history  or  background  supporting  material 
will  be  offered  in  this  year.  As  much  as  possible,  the  lessons  will 
refer  to  actual  procedures  and  methods  approved  or  recommended  by  the 
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school  administration  authorities. 

This  one  year  will  not  in  itself  comprise  a  certificate 
program.  If  it  can  he  followed  with  one  or  two  years,  setting  the 
background  and  covering  the  legal  and  practical  position  of  school 
boards  and  others,  it  will  then  be  possible  to  award  certificates 
of  recognition. 

Our  proposal  regarding  course  presentation  is  to  operate  on 
our  correspondence-seminar  plan  so  far  as  is  possible.  The  reference 
texts  and  reading  matter  will  be  mailed  to  the  students  in  October. 
Weekly  mailings  of  lessons  will  be  used  to  distribute  the  20  odd 
chapters  in  the  year's  course.  After  every  third  or  fourth  lesson,  a 
seminar  will  be  held  in  each  of  a  number  of  regional  centres.  The 
seminars  are  full  day  discussion  sessions  during  which  students  from 
a  local  region  have  an  opportunity  to  discuss  together  the  materials 
outlined  in  the  published  lessons.  At  the  close  of  the  course  year, 
about  May  1st.  an  examination  is  set  in  each  of  the  regional  centres 
and  the  students  attempt  to  qualify  by  writing  the  exam. 

Although  we  cannot  be  certain  as  yet,  I  expect  there  will  be 
some  150  to  180  municipal  students  enrolled  in  the  1960-61  course, 
and  I  expect  that  there  will  be  some  12  to  15  regional  seminar  centres 
established  in  the  province.  The  fees  for  these  courses  in  past  years 
have  been  $60.00  per  year.  Enrolments  are  taken  by  the  Director  of 
the  Department  of  Extension  before  October  1st. 

If  this  group  could  indicate  for  us  about  how  many  would  be 
intending  to  register  for  this  business  and  management  course  this 
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Questions 


Indication  of  Intentions  to  Register 
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